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1 INTRODUCTION

The purpose of this guide is to provide guidance to external requestors applying online for UCB
support of externally sponsored scientific research through the eRequest system.

2 HOW TO REGISTER AND LOG-IN

To register and receive a User ID and password for the eRequest system, begin by accessing the
appropriate web link:

HTTP://EREQUEST.UCB.COM/

2.1 REGISTER TO RECEIVE AN EXTERNAL REQUESTOR USER ID AND
PASSWORD

Click the Need a User ID link.

Inspired by patients.
Driven by science.
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Fanswod

Welcome to UCE eRequest!

This si# 8 curmenlly open 1o redeive sdusational programs requests Fom applkans Iscaled in the USA only,

Faor the USA:
Pried 16 submiting any new request

1. Fer information on Education and Donations. please roview first the LS spacific FACE and Inssructions document
2, Tham raview the system FA0S and INEINUCTons Socumaents

For clhar couniriss:
For mong informption, pleske 90 1o RogL Wi Utk com g
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http://erequest.ucb.com/

2. Complete the Registration form. Required fields are marked with an * [asterisk].

Reghtration 0

Priwacy Policy (chck io open) - By registering you accept our COMPAny PIVacy policy

PRt | e .

st Hame: | b
Widdie Nama
Last Hame b ern
Sufix
Primany Organzabon Name | . | incecor
Job Titie

Primary Organzation Depariment or Chaplér Department of Ressarch

*Primasy Pome NUmber | cce ree 4371

"Emal Adress dugakegaEgenal.com
“Erm hig veniaban
Emal Address Venhcation galugaEgmal.com

b

OK | Cancel
[ S |

3. Scroll down through the form to enter information into all of the required fields.

4. Click OK when complete.
5. Watch for the confirmation box shown below, which indicates a successful registration.

Registration Complete

Your registration request has been
successfully submitted. Your

@ username and temporary
password will be sent to the e-mail
address you entered during
registration.
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2.2 LOGIN WITH USER ID AND PASSWORD

An email with your User ID will be sent to the email address provided during registration. If the
message is not received in 20 minutes, search your Junk E-mail folder, in case it was classified as junk
mail.

A second email will be sent containing a temporary password.

1. Loginto the eRequest website using the new User ID and the temporary password.

F 3 inspired by patients (]
LuﬁJ i srience eRequest
P

........

Welcome to UCE eRequest!

Tril User IO B PITgOTE MRl SO BRI S0ed T i LA oy

e - For e i
duplgedgratcon | EEIINL, e

Password

i Foring juis s e LS ok f 23 uTET

BArEEEA SRR = Fasri ana i B
st Couriey
b etz 1

Eorgal Passwind? s
it [ e behaecic e detaarn Bapmrmas of OB i o ccamy

Copyrget 1 3 1a I P b 8 Rty Berverers [ 308 T}

Note: Notice the Forgot Password link; if you require a new password, click this link and
follow the on-screen instructions.

2. The temporary password is designed to work only once. You must create a new password
prior to logging in again. Follow the on-screen instructions.

Change Password

User Id: dugaluga@gmail.com
User's Name: Newton, Debbie

*Current Password: esesssssssssssss
*New Password: ssssssess

*Confirm New Password: | sesseesss|

|
Tip: If a password does not meet the security requirements, the system will provide
messages to guide you.
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3. The following screen will appear after you have successfully created a new password.

Ve [nspired by patients.
L4 Driven by science.

@ Passwore Changea Suscesstiy

IEI4|.=.Fte¢:|u1u=::z\|:

F

Walcome, Debble Mewton ‘
Update Profile
et s !
Wisiontracker Help

Mo Hep Found Welcome to the Online Request Management System.

¥You have no tasks to complete at this time

ﬂlﬁ“.:;‘.:;.m SCopyright 2001-2014 Envision Pharma, Inc. ANl Rights Reserved, (v 2.8,0.T)

3 HOW TO SUBMIT AN APPLICATION

1. Login to the eRequest system.
2. From the Task List tab click on New Request.

F N Inspired by patients. 0
uch :
h 4 Driven by science. eRequest

Would you s to siart 8 7

Welcome to the Online Request Management System.
You have no tasks to complete at this ime

3. Select your Request Type from the drop down box and click OK (this should be Investigator
Initiated Study).
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Mew Regquest

*Request Type:

b

_d

Investigator Initiated Study| v |

0K | Cancel |

i

4. Review the IIS Application Submission Agreement. To confirm and agree, scroll to the
bottom of the text, click the Read and Acknowledge box and click OK.

Fo— -

b Rgatal

115 Application Submission Agreement

| understand Bl BCE will collect relevand peracnssl information in connection with
this proposal mcluding, for example, my contact details amd Cricubsm
wilas'resume, | agree that USE may share this mbormabon wilh otber UCE endities
warldwide during the evaluation of this appleation.

| undarstand that | have & right of aceess te sy infarmation and ean conmect e
wpdate my information by notitying UCE at the following address:
eregqueil_suppotfuch com

Fw Bt
ereques]_supporiEuch. com
[ d thart this. info will remain o file for six years from the end of

ihe wiudy, if the prapoksl & sccepied bor scppan, of bwe years lollcwing it lawi
updaie by me. whicheyver is thee longer penod

1 anderstand that UCE i consideration of suppedt of Bhe 15 generally reguests the
unbmited right to practice any infellectusl property resulting from this 25 withowt
arry further financial or other comgeraation. | agres to this condition and have
receryed confirmation from the responsibie legal advisor of the

L LiLiniver sty ian Bhad the B 1 o ahio geraraly

acceptable fo the Hos pital/Unrrersityins titution.
| understand Bl this information will ressain on fle for six years from the end ol
the study, if the propesal i accepled Tor Support, o two years following it last
upsdate by me, whichever is the longer period.

| havve Turtieer been informed that depending on the nabse of the B and the
sepporl, WCE. in rare instances, may ahe reques! assgnment of cerlan ownership
rights 1o intellectual property resulting frem an I8 to UCE. This will be assessed on

the basss of the apphcation for 15 funding. The sapport and any of the above
comdifions are subject 1o mubaal agresment in & final conirec,

H Craad [ Cancel

| understand that UCE in consideration of support of the It5 generally requests the
limite tight o practice any intellectual property resulting frees this 1S without

any ferther Bnancial or ofher compensation. | agree bo this condion and have

recaived confirmation from the resporsible kgal sdeisor of the

3.1 MAIN NAVIGATION TABS

The main navigation tabs display at the top of the screen of the new application.

Concept Proposal Attachments

) Main

To begin, fill in the required information on the Main tab. All required fields are marked with an *
[asterisk]. Fill in the relevant details of your concept; each tab contains required fields.

To switch from one tab to another, click on the intended tab. You may also click the Next Tab link at
the bottom of the page to progress to the next tab in the series.

*Tip: For more guidance on the type of information to be added to each section in all tabs, click
on the field label (i.e.: Concept Title) to show the tool tip.

1S Requestor
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3.2 "MAIN" TAB

The Main request tab contains information pertaining to the top level of information of the Request
and also the Requestor. A sample screen shot is shown below.
Note: some selections will automatically add or remove fields accordingly, these additional fields are

always *required

O s Canceat Prasass ApscuTarn

0 G met mtorrassan

| oo bmormanion Lrghab masie sbsi e i mbomnaben |
B i

3.3 SAVE STUDY APPLICATION

1. Enter all required information on the Main Tab, and then click the Save button.

A Save confirmation displays. It contains a temporary application number. This is the
application’s identification number prior to submission.

Request Savcd

i) TERFIBE a8 D681 BA018 " By 02081
Te mu b i ey ars, pEans ks ¥

regu e D and Sick “Subed™. F yow cick
TBulaol 3'w] s Spes g m el ¢l o
PR i e argdremaee e i s

| o

ks

A new number will be assigned after the completed application has been submitted.

3.4 CONCEPT PROPOSAL TAB

The Concept Proposal tab should be populated with information relating to the IIS concept you wish
for UCB to consider for support. Concept submissions include Concept Objectives, Concept
Background, and Length of Study in Months plus other important information.

IS Requestor L eRequest
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1. You can enter this information by typing directly into the box available or by clicking on the
= Eait

~  button next to each section; this will open a separate window for you to populate
Note: You can paste information directly from another source into the text or pop up box to
facilitate the population of this tab.

Main D) Coscepi Propous Afischmens

o} Concap Proscus
[ per———

% immmarst dmmcriong e vl rpomeis] of o iy =T

Cmaribes it g 0 ot i dgmi 4By

e [P

TR Describe s hrvpe Fam of e oroposed 1y Hiam

T DR g crvmenl ply ceagn Jeg, paralel, Croma e, gy, B, rareionty, Bounaence) Sl b Secritad braly Bt dead P an

B-Comire Py 1, v

’ T Db v el Maaaten of . o, di, (seiaily Hpm

hanamarmest Tooks and| Procsdurs® | o g i trwcls ared préssodunes e for She sy i
" TR Db e privary sndpniy = [

e —p—— =[]

3.5 ATTACH THE REQUIRED CV

A required attachment on the Attachments tab is the Curriculum Vitale (CV) of the Investigator. To
attach the CV, follow the steps below. Other attachments may be needed during the review process:

1. To begin, click on the paperclip icon @ next to the required CV label.

Main +  Concept Proposal Q Attachments

0 Please attach all required attachments

Required Attachments

. F
Investigator CV Lﬁ-

(No Document Attached)

2. A pop-up window appears; click the Choose File button.
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Please wail for attschment fo ur'ad before clhicking "ok’. The remose bution will sppear when stischment ia Ninished upboading.
Attachments are hmited in * degalries

*File Name Choose fie ' lic fie choses

Cees.ompinon ;F i

'

3. Navigate to the appropriate folder on your computer, highlight the file name, then click the
Open button.

"' - | ¥ Visiontracker review folder ] - Search Datavision revie. &

Organize = Mew folder = - I &
- Fawosites - ILarme ) Date modified Type i
W Desktop "L Contract Amedment v pdf 372013 1048 A Adobe Aorok
It Downloads "X Contract Final v1pdf 5/31/2013 1048 A..  Adobe Acrot] 3
= Recent Places ] ov Katie.docx e Gy2772012 502 PM Mecresoft Wi
& SkyDrive | B Data Set 1 - Bxcel97.4ls 10/11,/2012 4:43 PM  Microsaft Exc
7| T Data Set 1k 7/10/2012 B:48 AM
+u Libraries ®] Data Set 2 ¥ 19755 10/11/2012 4:50 P8
. Documents 2 Disclosure form [1].docx 10¢ 2333PM  Microsoft Wi
4. Music <t Disclosure form [1],pdf 1052012 333 PM  Adobe Aorok
&, Pictures =] Disclosure formudacs B/28/2012 3:09 PM  Microsoft Wi
B videos 2 Draft vZ.doox 11/9/2012 11403 A..  Microsoft Wi
5 Draftdoc 53172013 1048 A, Microsoft W
& Computer % Drafudocsk B/38/2012 R10PM  Microsoflt We
- £l 1 *

e WhinefeweeT 05 (00

File name: cv Katiedocx - |-| Files (%) - |

—hup:n:}t[ Cancel ]

4. At the next screen, enter a description of the attachment (optional).
New Attachment l

Please wait for attachment to upload before clicking "ok’. The remove button will appear when attachment is

finizhed uploading. Attachments are imited to 20 Megabytes

pintasnnd | Kabe CV.docx Remove

Descripton oV EI Edit

#4
| OK |C=ncn~|,

5. Wait for the orange prompt that reads Uploading, please wait... to disappear, which
indicates that the attachment has successfully uploaded to the server.
6. Click OK.
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3.6 SUBMIT APPLICATION

Once you have completed all of the required and relevant information, click the Submit

S button at the top of the screen.

If the submission is successful, a new number is assigned to the completed application.

Request Submitted

o

Thank you for susmiting this request Your
request Tracking Humber & 115-2014-100120

oK Cancal

Please record this number for future inquires. An acknowledgement confirmation email
will also be sent.
If the submission is not successful, red text appears indicating that required fields have not
been completed yet. In order for the system to accept the application, the required fields
must be completed.
Click on each tab and scroll through the application to locate the labels displayed in red
(see below). Fill in the missing information.
You may need to cycle through this process one or more times until all of the required fields
have been completed.

Click S to hide the red text.

Click S to identify additional missing required fields.

F X Inspired by patients.
ueh L =
b d Driven by science. eRequest

- s I -
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Note: After completing all required fields and successfully submitting the application, the
application cannot be edited until UCB requests additional information.

If you have forgotten to include information, contact UCB and follow the steps in FAQ no.
4.

3.7 HELPFUL HINTS AND TIPS

To locate previously completed applications click the All My Requests tab.
o You can also check the status of your Request under the Other Information column

ot INspired by patients.
4 Driven by science.

He Request

Rgensns Tamie (Soned: By Reguesl Cams) 7 5

f Aagust Infoemates imporisr Dates
m Trachisg NumSer [1§-2714-100095 Subminsion Dute: Aug 08 2504 Projece st On Jiing Sy

Wh O AE Sy Sty Lpdiale
A5 My Reguests Bequest Title Congelt Regues lia VRN SR Al
b Trachang Mumaer 8-3384-100120 Submiysion Date: Aug 21 20048 Fropect Satus: Submiled o I —
Ut T Concapt 2 s Apo e . T
Copy Reguel
Wik bt Halp Fags 1081 (Heges! T Te—

The Copy My Profile button is used to duplicate the information entered into the initial
application. If this information matches, take advantage of the short cut.

Sponsor Investigator
Copy by Prote)
Profic .
Firs! Marms Debbie
L HAMS pewton
AT
ey
"Invashoalor Local 1D
"“Crganzation Marms
Al Unbeersily
Organization Dapartrman i
Department of Research
"Organizabon VAT Mumber or Tax 10
“Typa of Organizabon -
Ohigandaion Welsile
Jras i )
Adoress SRS 123 South Street
Addrass ¢
Ly Laneing e F. J
Counlty  nited States
4% Michigan v
"Fosialfip Coda M 67800

NS NUMBEr | ooe aec 4321

Fax Humbsar

3.8 ADDITIONAL ATTACHMENTS

When completing a request, other types of attachments can be included via the Attachments tab;
follow the steps below.
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. Attachments
1. Click on the Attachments tab.

2. Click the Post New link with the paperclip icon € under the Additional Attachments
section.

F 3 Inspired by patients.

B
b 4 Dmven by science. eRequest

g

™ Comomgi Progonal () Afschementy

Gl o sl g i Bl @

T l ! o Lot o] e e |

Asiricrsi Bl braren mans giu b ey s sepgeeaag b s, 8 m
LS TR ETIE T Y L e i PREY: ey s wremesin me wrwsdieed

3. A pop-up window displays; click the Choose File button.

hew Attachment

Pheats wail Tof atlachimaal 10 opoad belore chekang "ok’ The iefmows biillon will appear whan allschmen! it akhed oploadmg. Alachmenls ame

rmted 1o M) Megalbyles

"File Mame | chooge e | He fle chosen

Note: Attachments are limited to 20 megabytes.

4. Navigate to the appropriate folder on your computer, highlight the file name, then click the
Open button.

& Chomie File w Upload ﬁ'
ﬁ-.:;.-' | = Daskscp » Submimion | [ i S o
Chgasipe = P Sl e £ - I “
Mame } Tt o b
[ . -
B Lemerdoce e 2072 1
- |
-
P =
SE——
§ ==
———
- I
- d m B
Filg name = MiFikenT) -
[[oem | Concal

5. At the next screen, select the type of attachment from the drop-down menu. In this
example, an Invitation Letter is being attached.
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Please wail ks sflachment by upboad before clicking ‘ol’. The remave bullon will apgssas whion allschmest is frished
upleading. Atachments o H Wegabyies

Fila Moy I\BJ LEngr dis
Type
Certification of Product Destraction

Dase riphicn

6. Enter a description of the attachment (optional).

7. Click OK.

4 HOW TO PROVIDE ADDITIONAL STUDY INFORMATION

A user will be notified via email if additional information is required. The additional information
requested will be contained in the email and the researcher/requestor will be instructed to log into
the system to provide the information.

Click the link in the email message and log in to eRequest using your User ID and password.
From the Task List tab, locate the study requiring additional information.
Click the Provide Additional Info Requested link.

o This link allows you to edit the application and provide the requested information.

F L\ Inspired by patients. 0
uch
A4 Driven by science. eRequest
Welcome, Debbie Newton ‘

m Would you like to start a mw‘l-cun the 1 item below 7

You have 1 Request requiring Additional Information What would you like to do?

:PM-HHI: Mumber: I5-2014- Sub on Dala: Aug 05, 3014 A Provide Addional Infomalion

Visiontracker Help
Request Title: Concept Requod Ho 1

Externgl Rpguesiors Request Status: Adddonal Information Ridpersied Wi Agpdcalion
Seloct from an meiabl sk
N T T

4. Add the information requested by UCB; click the Submit button when finished.

o This study application disappears from your Task List after submitting it.
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5 HOW TO PROVIDE FULL PROPOSAL INFORMATION

Upon recommendation of a Concept , the Requestor will receive an email expressing interest in the
submission of a Full Proposal. Follow the steps below:

1. Click the link in the email message and log in to eRequest using your User ID and password.
2. From the Task List tab, locate the study requiring the Full Proposal Information.
3. Click the Provide Full Proposal Information link

F N Inspired by patients. O
eh
A4 Driven by science. eRequest
Welcome, Debbie Newton ‘

m Would you like to start a or work on the 1 item below 7

You have 1 Request requiring Full Proposal Details

What would you like to do?

Tracking Numbser: B3-1014-  Submission Date; Aug 05 = Proeade Ful Proposal Infomabon

Visiontracker Help 100013 2014
Reguest Title: Concepl Reguest Ho 1
Exiermal Reguersion Reguest Status; Ful Proposal Reguesied Wihren Apgbcation

Seiec] from an avaskahie bk
an this right or go i AL Wy
Riguaris babs o v o'

4. Two new sub-tabs will now be visible called Full Proposal and Requested Support, click on
the Full Proposal sub-tab.

Vot [nspired by patients.
h _d Drnven by science.

hain Concapl Proposs Rl udSied SupparT ATLECRIENTE

5. Complete all fields ensuring all fields denoted with a * are completed (these are the required
fields)

E"eReq uest

a. Ifyouare unable to complete all required fields, click Save to ensure your data is
saved for future completion.

6. Once all fields are completed on the Full Proposal sub-tab click on the Save button
7. Select the Requested Support sub-tab

F. 3 Inspired by patients.
ueh | . J
h .4 Driven by science. €Request
M EonsEpl Propesal Ful Progesal I £ Requested Suppen AMBERmENTL
) mequaizes suppen E JY)

Sy G pEenn

Produce(s)

Visionracker Help uncing
echuct(s) i Fusding

8. Select your Support Type

a. Note: Some additional fields may become visible depending upon the selection
made in the Support Type field
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Complete the requested information. This will vary depending upon the Support Type
selected

Check the Attachments sub-tab to ensure you have attached all the required documentation
Click Submit

a. Note: Any missing information will be indicated at the top of the screen.
Complete this information and click Submit again

Inspired by patients.

Driven by science.
— —

r
=
L eRequest

LE'J

Main Concapt Progesal Q) Full Propesal Buqursied Supporn ABB NN

6 HOW TO SUBMIT STUDY STATUS UPDATES

Active studies require updates periodically. A requestor will be notified via email when a Study
Status Update is required; however, information can be provided at any time while the study is
active.

Note: The information provided below will instruct you to Submit your Request after each Study
Status update. This is not necessary if you are updating more than one section at a time. Ensure you
Save the Request after each update to ensure your change has been captured. Click Submit once
you have completed your updates.

Click the link in the email message or the link below and log in to eRequest using your User
ID and password.

From the Task List, locate the study available for updating. In this example, notice that the
purple banner reads “You Have 1 Request requiring Study Status Update”.

Vo |nspired by patients.

» : O
b _d Driven by science. eRequest

Diebbin Hawton -
Vislcome, Debbie Newlon Y T—
Tagk List
m Wowld you like to start a or work on the 1 item below 7

r -
Tou have 1 Request requinng Study Stabus Update Whart would you like to da?
[ s

Tracking Mumpaer 15-1014- 1004081 Submission Date: Aug 05 2004 e or Add Stuc Satus e

Vislontracher Help Roeguis Tids: Concept Reguest Ho 1
o Rorguss Saus: Ful Progosal Aperoved VT e ASOR 00N /
Extemal Aeguesions

Click the View or Add Status Update link

You will now be requested to enter additional information into the newly visible On-Going
Study sub-tab
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Foa Inspired by patients. B

k4 Drven by science, eRequest

S ——— yr——
ey iy

Pty e o . e B e B g Flam
ey S S A S g e

P - P ",

ey W e T
. P, I A . A . L e

Py Bt e e B e Dlam
R Ay . G R A A S g

ey, e o e wm B g Dlam
P S ——

s e e s e Plas
L B P Rl bR 2 L R S B B gl

o St e o g Flas

e e P Bl B S W o 2 . B

5. Update the Baseline Dates fields (as necessary) by clicking on the calendar ﬂ icon next to
each field

Main Concept Proposal «  Full Proposal ©  Requested Support +  Aftachments ﬂ On-Going Study

@) on-Going Study

Baseline Dates
"Baseline - Start of Expenment H

*Baseline - End of Expenment
‘Baseling - End of Analyss . e Tt

‘Basaling - Non-Clinical Final Repon | 4 8

6. The system allows you to update the Personnel listed on your Request, this information can
be added at any time whilst the study is active.

Sponsar Invesbgator Emadl Address
Shudy CoordinaborReseanch
Assistand First Mame

Shudy CoordinatonResearth
Assitant Last Mame

Study CoardinabonRessanth
Assestant Emal Address

7. You will be asked to update the Study Updates section to do this click on the Clage button
for the Study Updates section
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" Wow 19, 2004
""""" " Wov 20, 2005
kari LB, 206

" o 30, 2003

Ay LDAEDES - V0 B0 &7 (L8, CISCh Wb alish 1 Tk QAT ==
o s R Siudy Upaaies - b8 54 &0 fen, chok e oo b B right e

He fevns for PuBBCatons - 40 sid an D, chok B koo b6 P righl ==

Sty Fegorts - 10 aod an Bem, cREk e i2on 1o the nghl s=x
B e fer Bty Rogaris - 10 Gdd an e, ol the Eon 16 the Fght s

Amanaments - 1o ad i lem, Cice e Ken Lo 1he gt 5==
He ems Tor Amendrmants - 10 add an ibers, cick the ioon 1o the right ==

Payment Aeguests - ko sdd en iten, chok S con b B right ==
We fermn For Paymers Segusraby - 1o sdd ge flem, chen lhe ieon 15 e Fight 33=

R

Pubsbtalssns - o sdd an ferm_ cbih the o 1o U rght == Dk
Dlsaa

Dlsaa

Dlsae

Dlkea

Freduc] Heguasts - Bo 883 an ibem, cich B o i B righl ===
Fio ibemn for Froduct Reguests - B add en item, clch B icon bo B right ===

8. The pop-up window for Study Status Updates appears. Today’s date is automatically filled
into the Entry Date.

.
Study Updates -1
| I:-u..:;c Aug 19, 2014 I S |
Lhdestone Carrent Update
Currént - Stan of Exparimenl c|
Current - ERd of Expéirmesnt |
Current - Emd of &nalysis =|
Current - Mom-Clinlcal Final Reper =
Has your IACUC Approval been renowed v

W youd WCIMC appiroval has bees remewesd, phease upkoad the epdabed one in the allachmen] section
urrend Status Descriphen e [

WCUC Renawal Document i | | {Ho Document Afiached)

OK | Cancel

9. Review and update the current study Milestones.

10. Answer the question Has your IACUC Approval been renewed? by selecting an option from
the drop down menu

Study Status
Has your IACUC Approval been renewed? v

If your IACUC approval has been renewed,
*Current Status Description N
Mot Applicable
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11. Add your Current Status Description to the box
12. Attach the requested document (EC/IRB or IACUC Renewal Document), if applicable, by

clicking on the paperclip @ icon

13. Select Choose File to navigate to the required file, click OK once it has been attached. Enter
a description, if applicable.

14. Click OK when your updates have been entered.

. ,, | Submi I .
15. Click the Submit button to send a notification to UCB that you have submitted
information for review.

7 HOW TO SUBMIT A PUBLICATION/PRESENTATION

A publication/presentation may be submitted via the Study Status Update Tab following the process
below. A publication update may be submitted while a study is active through closure of the study.

Log in to the eRequest system using your User ID and password.

2. From the Task List tab or All My Requests tab, locate a study displaying a link titled View or
Add Study Status Updates.

o The existence of this link indicates you are able to provide information via the Study
Status tab or provide additional attachments via the Attachments tab.

3. Click the View or Add Status Update link.
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F N Inspired by patients. -
uch .
b _4 Driven by science. eRequest
Welcome, Debbis Newton ‘ ;

m Would you ke to starta [T T B of work on the 1 item below 7

" =
¥ou have 1 Request requiring Study Status Update What would you ke 1 da?

L -

Rguast Tk Comept Requass e 1 .
Requaent SEatun: Full Progosal Apprined WNERl i Apais alin /

4. Locate the banner labelled Publications and click the Add link.

Vistoniracker Help

&) On-gong Suwdy 2
o] S —
“Basoben . End o Exgormment o
Barsalina - End of Ansiysis Lo 10 a0 .
"Hasshra - hos Cleec o F sl Raport Moy 30, 2015 _.'

Peraoatime Lipsoiste

s Imassgair Ll Ak

Anuntart | masl Addross

Shudy Updates - 10 add an Hem, click Bw icon o She right ==
Mo e for Study Uipsiabes - 19 add an Sem, cick the icon b B right == "‘-\‘\

PUbBCEIoas « 10 SO0 B iDem, CRCR The KON 10 T Fight == _'\‘
Mo e for Publcasons - W0 add an fem, ool the en b B nght ==

By Angorts - 1o @84 an ilem, ciich e i2on Lo e fight ==
e i for Shuady Regearts - bo #Sd & item, chol Bhe icon 1o the Fght s

Frandmants - io add an Bem, click the icon ko the right <2

Mo iterna for Amandmants - 1o sdd an fem, clich B con o B ight ==s

Payrent Requests - 1o add a0 fAem, chci e cos 50 i Nght ==>
M Mar Tor Paywant Begiasebs - b o848 an Bem_ click the lon 1o tha right ses

P ¥ F FLE K

Pristhat] Fitquadis - 10 Sdd ae ilen, Chih D oo 10 Tha nghi ==>
o e for Product Regoests. - 1o add an Mem, cick the loen by B righl ses

5. The pop-up window for Publication Updates appears.
e Today’s date is automatically filled into the Entry Date.
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Entry Date 19, 2014
“Actual Pum!?!ﬂﬂ'rﬁﬁ_l .

*Publicalion Title

"Actual Conlerence or Journal Name

“Publication Review Nesded By Dabe |E|
“Anticipaled Publication Date =
Aciual Publication Date .EI

*Publication {No Document Attached)

| OK | Cancel |

L

6. The required field Publication Type is marked with an * [asterisk].
a. Select one of the options from the Publication Type drop-down list.

" publications J
Entry Date Aug 18, 2014
“Actisal Pubicanon Type -
Publication Ttk
Peer Revieveed Abstract |
“Adtual Conferance o Joumal Name | Peer Reviewed Manuscript
*Publization Review Needed By Date =
“Anbcipated Publcation Dase 1=
Actual Pubic aton Date 1=
"Pubiicaon :t' [Mo Documant Attached)
& |
| 0K | Cancel |
. a

7. Complete as much detail as possible.
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Publications j

Eniry Date Aug 19, 2014
“Actual Publication Type Peer Reviewed Abstract -

Fubicanon TIHE 1 & the publcation tike

“Artual Conference o Joumal Mame Lancet
"Fublicabion Review Nesded Sy Dale T
: Nov 5, 2015 il
“Anticipated Publcation Dale Fob 24, 2016 |
Actual Pubbkcation Dale |

Fuokcaton ) T ] (Mo Document Attached)

OK | Cancel
| - |
8. To attach relevant publication documents, click the paper clip icon @ next to the
Publication label.
| Publications
Entry Date Aug 19, 2014
“Arhual Pubbc aticn Type Poer Revasved ABSIrBeE =
Pubikcation Tie This & the publcation tile

8Bl o TEmGE OF Jotirmel T
AL ConfErence oF JOuUrmal Name Lancst

Pkl atinn /& b i O g
ublication Revew heeded By Date Mo £, 2015 |
“Anbcipated Pusication Date o, 50 o0 =)

Actual Pullication Data -

Py -m’!':'m:l (Mo Documaent Attached)

Ok Cancel

9. A pop-up window appears; click the Choose File button.

" Hew Attachment

Please wail for attachment 1o uoéoad before clicking ‘ok’. The remove bution will appear when attachment is finished uploading.

Attachments are limited to 20 Megabytes

s nphion E Edit
OK | Cancel

10. Navigate to the appropriate folder on your computer, highlight the file name, then click the
Open button.
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-
T 1 % MyDocu.. » Visiontrscker Review Felder = |63 [ Seorch Visiontroier Review .. B

Cuganize = e lolder == [l @

U Fevoriter ﬂ Documents librany Amangel: Folder ™
B Desbtop Vinontracker Rewiew Fokder

i Downloads Maine ke modified Trpe Size

%, Recert Places .
* FMY finabse 1806/ 200 4 15:29 MWicrosoft Wond [

85 Study Flow C., 18062004 1914 Micresoft Word [
85 dgenda GO0 Micresoft Word [
B Coverletter  06/06/2004 0005 Micresoft Word [
[ Tyl MORNIAI512  Microsoft Wond [

- | # Files

[_oeen I |

11. At the next screen, enter a description of the attachment (optional).
L |

hMew Attachment

Please wait for attachment 1o upload before clicking "ok’. The remove button will appear when attachment i

finished uploading. Attachments are imited to 20 Megabytes

“File Name Agenda docs Remove
This & an optional description Hean

[

12. Click OK to close the New Attachment box.

" publications 1

Entry Date Aug 19, 2014
“Actual Publicabon T"'BIE Peer Reviewed Abstract »

"Publicabon TIBe e« the publcaton tte

“Actual Conflerence or Journal hName Lancet

“Publicabion Review Needed By Date Now 5, 2015 El
A Py 1 =
niicipated Publicabion Dabe Feb 24, 2016 :]

Aciual Publication Date =

e - L

L]

Conce

[ 9

13. Click OK to close the Publication Updates window.

14. Click the Submit button to send a notification to UCB that you have submitted
information for review.
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F _\ Inspired by patients. =
uch : : eq
k. 4 Driven by science. eRequest
Man Concasl Fropasal Full Pragasal Fenueines Jupparn ATIBC hFR AT £ onasing Swady

& on-geing Sway & 5 save

Wid e bR E HElE

Enier genersl mformainn
FEQANING NS T

Sludy LigSated - 10 S0d & (BM, Clk Th oA 16 The NgRE =5 Tlagg

8 HOW TO SUBMIT STUDY REPORTS

Study Reports can be submitted via the On-Going Study tab once the study has been activated

1. Log in to eRequest via the website below using your User ID and password

2. From the Task List tab or All My Requests tab, locate the study displaying a link titled View
or Add Study Status Update.

The existence of this link indicates you are able to provide information via Study Status
Update tab or provide additional attachments via the Attachments tab.

Click the View or Add Status Updates link.

w

- eRequest

4.
¥V ut INspired by patients.
h 4

Driven by science.

Wibcoms, Dabibie Newlan ‘U .

Taaa Lt

m Would you Nie to starta [T [ or work on the 1 item bebow ¥

r
You havve 1 Request requiring Study Status Update
LS

What wolld you ke w0 da?

a
FATKIRY MUMDET. 05018 e uBmisson Date: Aug 05 201 g e O gl Study Status Update

Visioniracker Help Roeguast Tl Concept Raquess o 1
Raquast SERBuL: Full Progosal Apprinesa VENE ASRCalGn
External Aea .

5. Locate the banner labelled Study Reports and click on the Add button
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il =0 T
P o T § .
! Mew B0, M5
" T Ay
B 18, L
T s - K a i M e W3, JOES

Personnel Updste
[ W F el AT
iy Gt ST
Aeselant Fast Hame

Sy Coasris Sesaan
Asasigel Lt Harme

ifn a

Study Updaiss - to add an ibem, clich the ikon 1o tha right ===
o itemu for Study Updates - io add an item, click the icon fo the right ===

Pubicalion - b sdd sn Rem, clck B con b B right sex
e Mo lor Pullications - 10 sdd an iem, cich Me £on 1o the nghl === \\

Sluiity Rbpsiti - b bl 61 arm, CER Wb b3 B i FRGAL 2 "‘
B iers e Study Reporss - b idd 6n e obok te s b the rpht ss=

rmeradempiin - W ikl &% iibn, CRCR T 0% T T i Bee
Wi Rerve foor Amspncimants < 1o sdd an item, click the icon to the rght ==>

P oFLE K K

Paymant Requests - io sdd Bn fiem, chck the icon io i ngt =
Ko Aermi or Payment Requests - b add an Bem, chck The icon o Fue right aa

Froduct Meguests - 1o #0d an fem, chcl the icon 1o B ight === T el
Mo itenn for Product Requests - ts 884 e itern, chck The icon 1o T right s

6. The pop up window for Study Reports will appear
o Today’s date is automatically completed in the Entry Date field
7. Select your Study Report Type from the drop down menu
" Study Reports ’i

Entry Dale Aug 19, 2014
*Study Repon Type .

stucy Report Titie |

Inkerim

"Study Report | Final -
OK | Cancel
b 4
8. Complete the Study Report Title field
" Study Reports ‘1

Entry Dale Aug 19, 2014
"Sludy Report TYPE  jriperm .

“Study Report THE e i e interim Study Report Titke
EEUE\ Tepo I@ | {No Document Attached)

OK | Cancel

N 4

9. Attach your Study Report documentation by clicking on the paperclip @ icon
10. A pop-up window appears; click the Choose File button.
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Please wait for attachment 1o uoload before clicking 'ok’. The remove button will appear when attachment is finished uploading.
Attachments are limited to 20 Megabyles

e crosen

Dwesc nption ﬂ Edit

OK | Cancel

11. Navigate to the appropriate folder on your computer, highlight the file name, then click the
Open button.

Ceganize Mew lalder

H Fevorites 4 Documents librany s e -
B Desktop Visontracker Review Folder
# Downloads Pdarme Date modiied 1

L Pecert Places

] Size

B5 MV finshysis
= Lt &5 Study Flow C...

TR/06/ 2014 10:29 Micreaaft Word [
L]
1 Documents &5 dgenda D606/ 2014 134K Micresaft Word [
L]
it

1806/ 2014 15:14 Microsoft Word [

H" prwer Letter 0B/ 20 4 DOH)E Micresoft Word [
oy OR/MA1542  Microsol Word [

- | ik

(o I |

12. At the next screen, enter a description of the attachment (optional).

L MHew Attachment ]

Please wait for attachment 1o upload before clicking "ok’. The remove button will appear when attachment i

finished uploading. Attachments are imited to 20 Megabytes

e ame -]} AQENdA dOCK Remove:
This & an optional description B gait

[

13. Click OK to close the New Attachment box.
14. Click OK to close the Study Reports window.
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Study Reports 1

Eniry Date Aug 19, 2014
"Study Repor TYPE | jream

*Study Report Tite This & the Rteim Study Report Tite

E Cancel

[

15. Click the Submit button to send a notification to UCB that you have submitted
information for review.

Vo INspired by patients.

(2]
. ¢ eRequest
k4 Driven by science. 3
MuEA Soniapt Fropasal Full Pragasal Reguiiisd Juppan AL P AT ﬂ On-0sing Sudy
&) an-geing Stway E N

Wisiomrackar Hulp

Ender general mformahon
EQANTNG RS TegeE

Fludy UgsSabad - 10 ddd &A ibm, cletk Bhe ioon 1o the fght ==

9 HOW TO SUBMIT AMENDMENTS

Amendments can be submitted via the Study Status Update tab. The option to submit an
Amendment request is available once the study has reached ‘Ongoing’ status.

1. Log in to eRequest via the website below using your User ID and password.

2. From the Task List tab or All My Requests tab, locate the study displaying a link titled View
or Add Study Status Update.

o The existence of this link indicates you are able to provide information via Study Status
Update tab or provide additional attachments via the Attachments tab.

Click the View or Add Status Updates link.

Inspired by patients. U
Driven by science. eRequest

Welcome, Debbis Newlon

LLI w

r
A

il..l'pdl‘br?‘mﬂ!

Tank Line

m Wiould you like 1o start a nrwmmm1mm?

=
¥ou have 1 Request requinng Study Stabus Update
[

What would you e to do?

Tracking Wumbar B§ 014900341 Aunmission Dape: hug 05 2094 j Vi Or Aad Stedy Sianus Updae
Winlpniracker Help Rotgusisn Titid: Concept Rugest Bo 4

it S Ful Proposal Approsed AT LG AN
Esternal Requesdors oy e Pl P /
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4. Locate the banner labelled Amendments and click the Add link.

&) onasing Sty @ 3

" b 14, 204
T Moy 20, 25
han 18, 2006 *

Mo 30, 01 £

Aassaniart [

Shudy Lpdates - io sdd an iem, click B con i the nght === U_ﬂ
Mo feme for Study Updebes - fo sdd an dem. click the icon o B right =

Publcabong - b B0 0 e, Chok th o 1o the right ss> nﬂ
Mo Ber Tor PubicaSons - 90 add sn iem, ook the oen b B night ==»

iy Fegsrls - Lo B i (88, CIh Wk K26 10 U FIGAE 225 D.._
1o fems for Study Regarts - o S o flem, clth the icon 1o the fght == ~‘|||

Ammnampnts - bo sdd an Sem_ cick the kon b the righl S5 “..1'_1-,
Mo terss for Amandresnts - o sdd s e, chick B ion §o She rght ===

Payraent Fopquests 10 sod an Aem, choi B oo 50 T nght == s

Mo Rar for Paymant Repasabs - ba s wn (e click the lcon (o the right ==
Pl | Foquasdin - 10 S B0 (I8, Clslh Dl elie V0 T Pegiil === D.ﬂ

Mo e for Product Regeests - 1o add an fem, cick the leon e e dght see

5. The pop-up window for Amendments appears.
o Today’s date is automatically filled into the Entry Date.

L |

Amendments

[Eniry Date Aug 20, 2014]
“Arnandmant Typa ¥

*Amandment Description 3‘ Edit

*Amandment Documant (Mo Document Attached)

Status
OK | Cancel
6. Select your Amendment Type from the drop down menu
§ Amendments 1
Entry Date Awg 20, 2014
“Amandmant Type [ peoa .

*Amandmant Description

Administrative

Budget
Protocol
=Arnardrmant DocumiEnt D [No Document Attached)
Stabus
OK | Cancel
" |
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7. Add an Amendment Description

L Amendments ‘1
Eniry Date Awg 20, 2014
“Amandment Type  pese-n .
"Amendment Description This is the Amendment Description Eﬁﬂd
*Amendment Documeant D {Ho Document Attached)
Stabus
OK | Cancel
k

8. To attach the amendment, click the paperclip icon e and then click the Choose File button
to locate the file.

" New Attachment b

Plaase wait hor attachment 10 upload betore clicking ‘ok’. The remove Dutton will appear when afachment IS nshed uploading.

Atachments are limited o 20 Megabytes

e ame o v crcse

Deescription 5 Egit

0K | Cencel |

9. Highlight the filename, and then click the Open button.

0 |o# My Decu. b Wiseniracksr Rindos Folde = |4 [l Swarch Visntmacker Rbane F. D

Oeganize = e pider - Al @

$r Fuesibes % Documents library
B Dieskiop J Visantracier Revies Folder

B Doweloads Hamg Dabs ﬂ'l:lj‘l'nﬁ Type Site
 Facant PMlacm

Bimsge by Folde =

B Amendment Document 207082004 1123 Mcrsatt Wird D,
Rl Libvies [§ PRl Analysi 13/ 200 4 1592 bcrenialt Word D
= B Soudy Flow Chart 1808 M4 1314 Whcrogatt Woed O
_#| Documanty . s : )
& Wi B Agenda /082014 13400 Vicrogalt Word D
85 Coovnr Luttar 06022114 (K38 Micronoft Wiord D,
ahcy (W1 150 scrosatt Wind [

= Fichures

B tideo:

B Cemnier ™ . T

Filename:  &mendment Document - |AIIF||-

10. Enter a description of the attachment (optional).
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Please wait for attachment 1o usload beafore chicking ‘ok’. The remove bution will appear when attachment is Tinished uploading.
Attachments are limited to 20 Megabytes

DSt riplaci E Edit

OK | Cancel

11. Click OK.

12. Click OK to close the Amendments pop up window.

13. Click the Submit button to send a notification to UCB that you have submitted
information for review.

F N Inspired by patients.
uch ¢ =
A4 Driven by science. eRequest
Man Concapt Propaasl Full Progosal . 4 tupp —_— O On-gsing Sudy
5 Gr-gaing Snay g s

W laniracher Helgp

Ersber (Jevies'sl FYATRABON
segarding M. raque?

hmgmtant Eramid Address

Ftudy Lipdates - 10 333 a0 gem, click the on 1o the nght === Elm
—_—

14. To view the status of this request, log back into the eRequest system with your log in details.

15. Open your Request via the Task List or the All My Requests tab by clicking on the Tracking
Number.

16. Access the On-Going Study sub-tab, scroll down to the Amendments section.
17. Click on the Edit button.
18. The Amendments pop up box will appear.

19. View the Status
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Amendments

Entry Date Aug 20, 2014
"Amendment Type | oo .

“Amendment Descrplion T i the Amendment Description =

‘Amendment Document [ 53 ¥ = I ] amendment Document docs

I Status Accepted I

OK | Cancel

10 HOW TO REQUEST PAYMENTS

Note: this section is only to be used if Funding or Product & Funding options are selected during
your initial Concept request

Payment Requests can be submitted via the Study Status Update tab once the study has been
activated.

1. Log in to eRequest via the website below using your User ID and password.

2. From the Task List tab or All My Requests tab, locate the study displaying a link titled View
or Add Study Status Update.

e The existence of this link indicates you are able to provide information via Study
Status Update tab or provide additional attachments via the Attachments tab.

3. Click the View or Add Status Updates link.

V.a Inspired by patients. B sRecuest

h 4 Driven by science. .

Dabbis Mewion ..
Welcome, Debbie Mewton & Upaste Profie

Task List
m Would you like to starl & Mwarknnlheilllmb-nlm\"
:-'mu have 1 Request requinng Study Status Update What would you ke 1 n:"-
Tracking Member: (ULSRI-MMHE  Setammsion Dute: Aup 09, 2014 1 e 0 A0 Sy Sians Upae

Wisioneracker Halp Request Tithe: Concegl Regues!
R : Request Fatus: Full Propossl Approved VP A ghon
Ladernal Regusalon

4. Locate the banner labelled Payment Requests and click the Add link.
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5. The pop-up window for Payment Requests appears.

e Today’s date is automatically filled into the Entry Date.

FLElFFF X

Payment Requests

| Entry Date Aug 20, 2014 |
*Milliasiong Headchad

i

Shatus

{No Document Attached)

oK

k.

6. Complete the Milestone Reached field

-
Payment Requests

| Cancel

Entry Date Aug 20, 2014

"Mileshome Hedhesd

“Invosce Ei ¥

Slatus

{No Document Attached)

CK

b

| Cancel

A

7. To attach the amendment, click the paperclip icon 9 and then click the Choose File button

to locate the file

1S Requestor
Quick Reference Guide

q] Inspired by patients.
Last Updated: 13-OCT-2014

L4 Driven by science.

l'E'eRcs:quest

Document prepared by UCB and

EnvisionPharma

32



achment 1o usload belore clicking “ok’. The remove button will Appear when afachment is finished uploading.
mited to 20 Megabyles

= gait

OK | Cancel

8. Highlight the filename, and then click the Open button.

Cgarize = i Fesicimn = [0 @

i Favorites 5 Documents library

Amange by Folder =
Ml Deskctop “Wisianiracksr Ravimy Fokdar o

8 Downlosd:
Y Fecent Places

Hamne Diste mnrl-llln-. Type Sarm

27 Irevice /083014 13:35 Macisolt Weed ..

8" Asnendment Docurrent /082004 11:13 Mcinsolt Wedd I
87 FW 2n 18/08/3014 1%:29 Miziesalt

| Decumints

J. Muse 8 Study Flow Chart 1808/ 2014 19:14 Miziasalt

8 Aganda D508,/ 2004 1300 Mcresnlt

8 Cover Letter 05,708,201 4 (08 cioaaft

ahow 04083004 15:02

4 Librasies

| Ficturey
B videmn

S e

Fili nmi:  Irvoice

9. Enter a description of the attachment (optional).

rﬂmm

Please wall for aftachment (o ubload betore clhicking ‘ok’. The remove button will appear when aftachment 1S finished uploading.

Attachments are limited to 20 Megabytes
"File Name | phoose fle | Mo fle chosen

Descriphon B Edit

OK | Cancel

10. Click OK.

11. Click OK to close the Payments Request pop up window

12. Click the Submit button to send a notification to UCB that you have submitted
information for review.
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To view the status of this request, log back into the eRequest system with your log in details.

Open your Request via the Task List or the All My Requests tab by clicking on the Tracking
Number.

Access the On-Going Study sub-tab, scroll down to the Payment Requests section.
Click on the Edit button.

The Payment Requests pop up box will appear.

View the Status.

Payment Requests

Eniry Dabe Auwg 22, 2014
"Milestone Reached Study Start

VoI I 7] X =] | | |VOICE Qo

I Status Accepted I

0K | Cancel

11 HOW TO REQUEST PRODUCTS

Note: this section is only to be used if Product or Product & Funding options are selected during
your initial Concept request

If you require additional product, follow the process below.

Log in to eRequest via the website below using your User ID and password.

From the Task List tab or All My Requests tab, locate a study displaying a link titled View or
Add Study Status Updates.

The existence of this link indicates you are able to provide information via the Study
Status tab or provide additional attachments via the Attachments tab.
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3. Click the View or Add Status Updates link.

4. Locate the banner labelled Additional Product Request and click the Add link.
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ik - ST o Expiret o 1, JHA
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5. The pop-up window for Additional Product Request appears.
o Today’s date is automatically filled into the Entry Date
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Product Requests

IE niry Dabe Aug 20, 2014
"Requested Non-Clinical Product

Othear Requesiad Hon-Clinical Product
“Quantity Reguasiad

*Famulalion Reguesied

“Sarangth

*5ite Hame

*Invastigaticnal Product
Contacl Prafix

*"Imsmshigahonal Froduct
Coantact Firsl Mams
*Invastigational Product
Contact Last Hame
Ivsasligational Produc
Contsct Suffix

"Ivastigational Product
Contacl Degroais)
Invastigational Product Contact
Cirganiratiarn rimant
"Shipping Address (Mo PO Boxas)

Shipping Addrass 7

*Shieying Gty -

OK | Cancel

6. Complete the required fields marked with an * [asterisk]

Note: Ensure your Shipping address is the same as the original Pharmacist’s address
(Exception: multi-site studies; shipping addresses must be consistent. Immediately notify
your IS Coordinator if shipping addresses are changed.)

7. Click OK.
F 3 Inspired by patients.
- : =
L .4 Driven by science. eRequest
- Concapt Frapaan Full Frepassl R e e imprnmgnty L) OneOomy Wy
) Or-Gomng By o

VriDeerace Mg

e germra pivsen
wjansng Fa swgua

Mady Updaiicy - 00 252 0% M, Cisie M ebir BS (Fe Figfel B2

Claan

8. Click the Submit button to send a notification to UCB that you have submitted
information for review.

9. To view the status of this request, log back into the eRequest system with your log in details.

10. Open your Request via the Task List or the All My Requests tab by clicking on the Tracking
Number.

11. Access the On-Going Study sub-tab, scroll down to the Product Requests section.

12. Click on the Edit button.
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13. The Product Request pop up box will appear, scroll to the bottom of the screen.

14. View the Status.

Product Requests
CoOntaCT LAst Mame ™0
nvestigabonal Product
ontacl Suflix
‘Investigatonal Product
>hgatianal Fr Yes

Contact s

SRES) A1 Univershy

Shipping Address 2

d “ 123 South Strest
“Shipping City ansing
"Ehipping Counry \yrpes crares
Shipping State Mchigan

Shipping Province

*Shipping PosialZip Code M 67850

Shipping Phone Numbs
Shipping Fax MumDe:
wveshigabonal Producl Contacl .
d @gmal.com
Ernail Address DUdaUga@gmal com

nvesigabonal Product Contact | & N
Email Address Verlicalion dugauiga@gmal.com

\

12 TASK LIST & ALL MY REQUESTS

OK | Cancel

It is possible to access Requests that require immediate attention and your previously submitted or

ongoing requests using the Task List and All My Requests tabs.

1. Log into eRequest via the website below using your User ID and password.

2. The Task List will be visible and will list those Requests that require your immediate

attention
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You will notice that your Requests are listed under headers to assist you perform your
actions

To access the full list of previously saved or submitted Requests click on the All My Requests
tab
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5. To access your Request (in either tab) either click on the Tracking Number or the Action
listed in the Action column
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13 FREQUENTLY ASKED QUESTIONS (FAQS)

13.1 HOW CAN | GET HELP?

To receive technical support while using eRequest, contact UCB using the directions below. UCB
supports the eRequest system.
From the web portal:
1. Click the Contact Us link (left column of the page).
Inspired by patients.
Drniven by science.

n bain. Concept Proposal

riy
uch
h 4

) Ganeral ks

General Information - English must be u

*Laaniep]

-
Contact Form
Visiontracher Help
Frbist ueisst a1l ofruadass i .
ragarding thes. requast Address To: | UCE Technical Support *
“Subject Qustion v

"Related To:  Gerwral Functionalty +
“Message:

Attschments: | CTO9s€ e | Ko fie chosen

Send | Cancel

Spormod Ievesbgator

Select UCB Technical Support from the Address to field.
Select a Subject from the drop-down menu.

Select a Related to item from the drop-down menu.
Type your Message into the box.

To attach a screen shot or other documentation, click the Choose File button, navigate to
the file location, click on the file name, and then click the Open button.

7. When finished, click Send.

o vk wN

13.2 WHAT IF | CAN’T LOGIN

Double-check that you have entered your user ID entered correctly.
If you do not recall your User ID, contact UCB directly using the instructions above

If you have forgotten your password, click on the Forgot Password link.
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Ve INSpired by patients.
A 4 Driven by science.

User ID:
dugalga@gmail.com

Password: Password Resel

- Passwond will De résel and new
- Password will be emailed fo the
S0l acdress on file. Woukd you like o

procesd?

Eorgat Password?
Login ‘\\

If you are Corporate user,
vhase T Yes | Mo

chek
1. Click YES to proceed

2. The system will send a temporary, one-time-use password via email. After you have received
your new password, you can log in and you will be required to create a new password. You
can then log in with the new password.

13.3 WHAT IF | HAVE A QUESTION ABOUT MY SUBMISSION?

1. For questions regarding a submission, you may contact UCB by clicking the Country Contacts
link on the left side of the page.
Vot [Nspired by patients.
h. 4 Driven by science.

Liisir 1D

dhajegaEprmal o
P dwsed

T gt Ean wowd?
ain
B yong e Conpr e s

[ &
Cho e

Troubis kagging in?

' pods e @ user 1D This 3o

aredly and o annct g

LRl A RET s T

Mewd & Uner IDT

Yo Can begn e

O Dt e Y

LEEng tere CB Hame P
i~ ™ =i
EAQ Documant
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WCH Privacy Policy
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Policy
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You will be redirected to the Country Contacts document. Scroll to page 2 and locate your
local contact information

Technical Support

Wauld ywou ercounber 2y technecal Esee b acoess or e this website, plaxe wnd 2 emall ba

Ereguest_sUppor Buch.com
Phagse mole DAST OTETy e Con Dy BeDcess emalls wriTen in English

Local Contact Details
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TAm Lx! roretawm aeip reuntews whene rilaques ! nsueendly eaiabie
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Horwiy F wiEnBuckon
-
St ghzn udsnl Bk mn
Unined Statis E EanEEgckogm | [+1] B55 Fa

13.4 HOW LONG DOES MY SESSION LAST IN THE SYSTEM?

Your web session will time out after 60 minutes and you will be prompted to reenter your Username
and Password information. Like many other Web applications, this time limit exists for security
purposes.

If using Internet Explorer, you might try refreshing the browser memory. However, if you left the
browser window open for more than 60 minutes with an incomplete study proposal:

Press F5, then click the Logout button in the left column.
Exit out of the browser, completely shutting it down.
Open Internet Explorer again and log in to the web link.
Press F5 and see if your data were recovered.

We recommend that Investigators save their work often to avoid this issue. When stepping away for
a while, investigators should log off the system rather than leave the browser window open.

13.5 HOW DO | PRINT MY SUBMITTED APPLICATON?

Log in to the eRequest system using your User ID and password.
Click on the All My Requests tab.
Click on the Tracking Number of the study you wish to print.
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4. This will bring you to the submission. Click the print icon '5 located in the top right corner.
5. A PDF file is automatically created for you to print or save.

e Some internet browsers automatically open the file.

o If that does not happen, you may need to locate the PDF file named Grant Detail Report
in your download folder.

° You may see a security warning; if so, click Allow for permission to open the file.
" Interret Explaner ]

content using this

Ths program wil open outside of Protected mode, Internet Expiores s
Ergheched mode helps protect your computer, [ you do nod frust the
b, do POt epen ths pregram.

Flama: Acrobat.exe

Pkcher:  Adobe Systemd, Intorgbrated

[ B rot show me e waming for this program again

ot [t ) (oot o ]

6. To print, Open the Grant Detail Report file.
7. When the file opens, click the File menu and then click Print.
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