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Purpose of Enhancement

Previously, users were only able to upload one document under their minimum training status in
their Research Online & Management (ROAM) User Profile. The enhancement is to allow users to
upload multiple documents under their minimum training status.

Training Categories are newly added under this enhancement, and each upload will be tagged to a
specific Training Category selectable by users. The Training Categories are:

e Biomedical CITI

e Social, Behavioural and Educational (SBE) CITI

e Financial Conflict of Interest (FCOI) CITI

e Good Clinical Practice (GCP)

The enhancement also allows the users’ training completion statuses of each Training Category to be

reflected in the DSRB Application Form if the user has updated his/her ROAM User Profile and
he/she was added in the Study Team subsequently.

Impact to Users

Existing users will have their documents ported over to the ‘Biomedical CITI’ category and their
minimum training completion status will also be retained.

For new documents, users will now upload them according to the new Training Categories and they
will still need to be verified by the Minimum Ethics Training Secretariat first.

For existing users who have completed other Training Categories, it is recommended that they
upload the relevant CITI completion report(s) / GCP certificate in that specific Training Category in

their ROAM User Profile.

Please note that zipped files will not be allowed due to security reasons.

For enquiries, please write to min_ethics training@nhg.com.sg.

You may refer to www.research.nhg.com.sg > ‘Conducting Research’ > ‘Minimum Training
Requirements’ for more information on the minimum ethics training requirements.
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(A) Uploading Training Completion Report(s) in ROAM User Profile

1.

Log in to ROAM at
https://www.research.nhg.com.sg/sop/process/ROMP/Admin Intranet Login.

Click on ‘Profile’.

Home Frofile Tasks Logout

" National Healthcare Group

Home

My Workspace

&) .
Submissions Announcements

2. Click on ‘Personal Info’ Tab. Scroll to the ‘Researcher Minimum Training Status’ section.

" National Healthcare Group

Update User Profile
Account Info Personal Info § Contact Info Research Profile Publications

This Section contains information about your Professional Appointments, your Resume and Researcher Minimum Training 54
the ROAM system uses the information to appropriately route your submissions. = Help

Submissions

Ethics Submission User Picture:
Standing Database Change
Submission

Salutation: * @ mr @ Ms © mrs © mdm © pr © prof © Asprof
DSRB

Surname: *
Research Training

Given Mame: *
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https://www.research.nhg.com.sg/sop/process/ROMP/Admin_Intranet_Login

3. Select the appropriate training category from the drop down list. Click on ‘Browse’ to upload
your CITI completion report(s) / GCP certificate.
Click on “Add New” to upload another document.

Click on * to delete file.

Researcher Minimum Training Status

Researcher Minimum Training » Help

Your Researcher Minimuwm Training Status: Completed v |

e s oo B

CITI FCOT completion repo Browse... | 2%

Your Minimum Training Certificates:

4. Click on’Next Tab’ and click ‘Save all Tabs’ to save the changes made.

Update User Profile

Account Info Personal Info Contact Info

This Section contains your Contact information. = Help
Email

Registered Email Address: =
Contact Information

Telephone (Work): *

This will be used for the DSRE to contact you when
necessary.

Mobile Humber: *

This will be used for 2-Factory Authentication(2FA) with

your ROAM Account login.

Save all Tabs I
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5. You will receive an email notification that your profile has been updated successfully.

Fri 29/7/2022 508 pm

roam-admin@nhg.com.sg

Your profile has been updated successfully
To

Cc

Dear PI 02 roam TR:
Your profile has been updated successfully.
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(B) Update of Training Completion Status in ROAM User Profile

6. You will receive another email after your CITI completion report(s) / GCP certificate has been
verified.

a) Scenario 1: Biomed CITI completion report requirement met; Minimum Training Status:

Completed

If your training documentation is accepted, the training status will be updated to
“Completed”. You may verify the status from your ROAM profile by following Step 1 and 2.

Sample Email:

Tue 30-Aug-22 6:29 PM
roam-admin@nhg.com.sq
Overall Training Status Has been changed
To

Cc NHGHQ Roam Support (NHGHQ)

Hi
Your Overall Training Status has been changed.

National Healthcare Group
www.research.nhg com.sg

This email may contain privileged/classified information and is intended solely for the use of the individual fo whom if is
addressed. If you are not the intended recipient, please notify the sender immediately and delete this email. You are not allowed to
disclose, distribute or copy the content and any attachment of this email.

ROAM Profile:

Researcher Minimum Training Status

Researcher Minimum Training > Help

Your Researcher Minimum Training Status: Completed ﬂ

Biomedical CITI ﬂ Mew Text Document.txt 2 Attachment date: 05-Aug-2022 04:53 PM
FCOI CITI ﬂ X Attachment date: 03-Aug-2022 08:53 PM

Your Minimum Training Certificates:
Biomedical CITI ﬂ Browse... | %

e ]
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b) Scenario 2: Biomed CITI completion report requirement not met; Minimum Training
Status: Not Completed

If your training documentation is rejected, you will receive an email with the reason(s) for
rejection.

Sample Email:

Overall Training Status Has been changed
To
Cc  NHGHQ Roam Support (NHGHQ)
Hi
Your Overall Training Status has been changed.

Reject Reason : Please upload the CITI and FCOI Completion Report instead of the Completion Certificate.

National Healthcare Group
www.research.nhg com.sg

This email may contain privileged/classified information and is intended solely for the use of the individual to whom it is
addressed. If you are not the intended recipient, please notify the sender immediately and delete this email. You are not allowed to
disclose, distribute or copy the content and any attachment of this email.

Please repeat Steps 1 to 4, to upload the correct CITI completion report(s) / GCP certificate.
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c) Scenario 3: Minimum Training Status: Completed; but with comments from Minimum
Ethics Training Secretariat

If your Biomed CITI completion report is accepted, but other training documentation requires
changes / modifications, the training status will be updated to “Completed” and you will receive
an email with the requests for changes to be made.

Sample Email:

Tue 3

0-Aug-22 6:4

roam-admin@nhg.com.sg
Overall Training Status Has been changed
To
Cc NHGHQ Roam Support (NHGHQ)
Hi i
Your Overall Training Status has been changed.

Reject Reason : 2nd Biomedical CITI file not accepted, please delete

National Healthcare Group
www.research.nhg com.sg

This email may contain privileged/classified information and is intended solely for the use of the individual to whom it is
addressed. If you are not the intended recipient, please notify the sender immediately and delete this email. You are not allowed to
disclose, distribute or copy the content and any attachment of this email.

Follow Steps 1-2.
Click on * to delete the incorrect file.
Click on 'Next Tab’ and click on ‘Save all Tabs’ to save the changes made.

Note: Your Minimum Training Status will not be affected.

Researcher Minimum Training Status

Researcher Minimum Training > Help

Your Researcher Minimum Training Status: Completed 1‘

FCOI CITI ﬂ CITI FCOl comEI,etiqn rgeqrt_Edf b 4 Attachment date: 12-Auwg-2022 10:19 AM

GCP ﬂ GCP cert_pdf x Attachment date: 12-Auwg-2022 10:19 AM

Biomedical CITI ﬂ CITI completion report.pdf b4 Attachment date: 12-Auwg-2022 10:19 AM

SBE CITI [+] | CIT1 SBE completion repart pdf #  Attachment date: 12-Aug-2022 10:19 AM
Your Minimum Training Certificates:

Biomedical CITI [ +| | OITI completion report. Attachment date: 14-Aug-2022 03:21 PM

Biomedical CITI | v| Browse... | %

==
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