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Some Background about Click

The Click Portal is a comprehensive software for managing 
research and streamlining workflow and compliance for research.

The Click Portal was implemented to assist principal investigators, 
students, compliance and research administration staff with 
administering sponsored programs 

UB is leading the implementation of the Click Portal, working in 
collaboration with our vendor partner, Huron, and the Research 
Foundation’s Leadership Team.  
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Accounts are created for faculty and staff of the University at Buffalo for access to the Click Portal. Logging into the system 

will be done using their UBIT Name and Password.

If your do not have an account, navigate to https://www.buffalo.edu/research/research-services/training.html. 

 1. Locate the Register for Click box on the right side of the page

 2. Complete the Request Account form 

 3. Click the Register button.  

 4. You will receive an email notification when your

      account has been activated.

Getting a Click Account

https://www.buffalo.edu/research/research-services/training.html
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For UB Personnel: Use your 

UBitname and password to 

access the Click Portal. 

If you don't know your 

name / password or you need to 

reset your password, please 

contact UB CIT at 

ubithelp@buffalo.edu 

or call 716 645-3542 for help.

Logging In

https://www.buffalo.edu/click/login

mailto:ubithelp@buffalo.edu
https://www.buffalo.edu/click/login
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My Inbox

Each time you log into the Click Portal, you 

will be taken to your Inbox. This area of the 

portal contains a list of all submissions that 

currently require you to take an action. 

My Inbox is divided into two tabbed pages:

 SPO Tasks –contains a list of your 

Agreements and COI Disclosures that 

currently require you to take an action. 

 

 Compliance Tasks –contains a list of all 

your submissions that currently require you 

to take an action. 

Access to All Modules

Submissions that require action
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From My Inbox, you will see:

1. Submissions that require action

2. State in the research workflow

1

2

When you first 

log in to Click, 

you will be taken 

to the Inbox
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Workspaces This is where you can find:

• Details regarding the submission

• State in the research workflow

• Actions that can be taken in the current 
state

• Tabs with information regarding:

• History

• Attached documents

• Important contacts

• Submission information

The Workspace 

displays key 

information about a 

particular submission. 
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1. Header – Links to your profile and My 

Inbox, and lets you log off 

2. Top navigation menu – Links to the 

different modules within Click Portal 

3. Breadcrumb navigation menu – 

Enables you to move quickly to a 

previous location

4. Activities – Actions that can be taken 

based on a submission’s current State

5. Resource tabs – Collected information 

regarding the submission 

6. History – Actions taken previously on 

this submission 

7. Shortcuts – Quick links to other 

frequently used areas of the module 

12

3

4

5

6

7
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SmartForms

SmartForms are a series of forms where you input specific information about a study. 

Based on your responses, it will determine what form/ questions to complete next.

Important! Completing elements of the SmartForm or Clicking “Finish” does not send a 

submission for review. The PI must click ”Submit” on the workspace after completing the 

smartforms to proceed on for the next state of review

These smart forms improve the efficiency and completion of research 

submission and review
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New 

Study 

Entry

IRB SmartForms

Basic 
Information

Funding 
Sources

Study Staff Study Scope

External Sites/ 
Drugs/Devices

Consent 
Forms

Recruitment 
Materials

Citi Training

Supporting 
Documents

There are a series of 

SmartForms for each 

module of Click. When 

entering information for a 

new study, these 

SmartForms will guide 

you to input specific 

information about the 

study. They will help 

ensure that you enter all 

relevant information.
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On the SmartForm pages, you 

will see:

1. Required fields (red asterisk)

2. Field help 

3. Navigation bar (save or exit)

4. Jump to other pages in protocol

5. Ensure all required fields are 

completed

Smartform 
Basics

1

2

3

45
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Filtering and Sorting Data 
Many pages contain tables you can filter and sort to help 

you find the data you want. 

 Filtering reduces the list to only the data that meets 

the criteria. The advanced filter lets you combine 

multiple filter criteria together. 

 Sorting displays the data in ascending or descending 

order by a particular column. 

NOTE: To combine multiple filter criteria, such as ID 

number, Name, and Date Created, use the Advanced 

Filters. 
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Filtering Data 

1. Select the column to Filter by from the drop-down menu. The menu lists only the columns you can 

Filter by. 

2. In the next box, type the beginning characters for the items you want to find. If you do not know the 

beginning characters, type a % symbol as a wildcard before the characters. 

NOTE: For examples and a list of operators you can use, 

click the Help icon. 

3. Click Go to apply the filter. The table shows only those rows that are an exact match. If you do not see the 

expected items in the list, click Clear in the Filter by area to remove the filter. 
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Click automates the submission, review, and approval processes while managing all major 
administrative aspects of the research and compliance lifecycle:

The Click Portal

Proposal 
development

Compliance 
checks

Negotiations
Award setup 

and  
management

Eventual 
project 

closeout

Improves research submission efficiency with 

6 Modules that integrate with one another.
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The Click Portal Assists 6 Aspects of Research Management

6 

Modules 

Make up 

Click
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❖Provides electronic system for management of

  research-related contracts and agreements. 

❖ Includes:

• Sponsored Research Agreements

• Material Transfer Agreements

• Clinical Trial Agreements

• Non-Disclosure Agreements

• Other documents useful for reviews and negotiation

Agreements Module Benefits:

• Customized submission forms for various 

agreement types

• Eliminates the risk of storing information in 

individual email accounts

• Interfaces with other modules  - simple 

tracking of relationships to studies and 

grant awards
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Two offices at UB provide oversight for the agreements process:

❖  The Office of Sponsored Projects Services (SPS) 

assists researchers to prepare and submit 

proposals for sponsored funding and provides 

management of awarded funds to ensure 

compliance with applicable regulations and 

policies.

❖  The Office of Science, Technology Transfer, and 

Economic Outreach (STOR) negotiates and 

executes all Material Transfer Agreements (MTA) 

and Non-Disclosure Agreements (NDA) in 

keeping with the university's research guidelines 

and its obligations to federal research sponsors. 
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From Agreements Tab, In All Agreements, you will see:

1. All submissions to the Agreements module

2. State in the review process

3. Shortcut to reporting features

4. Shortcut to user guides and videos

Clicking on the 

hyperlinked ID 

will take you to 

that Agreement’s 

Workspace
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The Agreements Workspace will have:

1. Agreement details

2. The state in the review process

3. Actions you can take in the 

agreement’s state

4. Tabs with information about the 

history of the agreement

1

2
3
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Principal 

Investigators(PI)s 

can:

1. Create the 

agreement and 

complete the 

SmartForm 

pages

2. Submit the 

agreement for 

review
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• Provides electronic system for management of research-related conflict of interest (COI) 
disclosures. 

• Ensures the prevention of bias/ Helps avoid a circumstance in which a researcher’s personal 
interest or relationships might compromise the integrity of research at the University

• The Compliance Team and Conflict of Interest Officer carefully review these disclosures, effectively 
manage any conflicts, and report to appropriate federal agencies as needed. 

• Each Investigators must submit a Disclosure Statement that includes information pertaining to their 
significant financial interests (SFIs) and any sponsored travel that may be related to their research: 

 • when submitting a grant application for research 

 • prior to submitting human subject protocols for review 

 • annually 

 • immediately upon of discovering or acquiring a new SFI. 

 

COI Module
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Benefits:

• Ensures consistent 

processes

• Eliminates redundant 

data input by 

connecting COI input 

to study protocols and 

awards

• Fosters a culture of 

transparency
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What’s the difference?

➢ An annual financial disclosure is submitted once a year through the COI module of CLICK 

➢ The annual disclosure should be updated whenever you have a change to the one on file

➢ The research certification is done for EACH study submitted to the IRB to attest to your level of 

conflict of interest with the specific sponsor of the research 

Two Different Types of Disclosures

Annual and Research Certification COI
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My Disclosures
You may navigate directly to the COI module by clicking the COI tab in the navigation menu at the top of the 
screen.

The My Disclosures area is divided into three tabs:

• All Certifications – All of your disclosure certifications, regardless of state.

• Administrative-Review – All of your COI annual disclosure certifications currently under review.

• Under Management Plan – All of your disclosures that are currently under a Management Plan.
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Click on the link that you 

is emailed to you, and it 

should take you directly 

to  your certification.

If you do not have the 

link, In the COI tab, Click 

on Create My 

Certification.

If you have already 

started but not submitted 

your Disclosure, this 

button will read Edit My 

Certification.

or View My Certification 

if it has already been 

Submitted for review.

Getting Started



‘-

27

The COI Module provides an electronic system for management of research-related conflict of interest 

disclosures. It ensures the prevention of bias and helps avoid a circumstance in which a researcher’s 

personal interest or relationships might compromise the integrity of research at the University.

If you do not have a Click account, you can request access here: 

https://www.buffalo.edu/research/research-services/click-implementation.html. 

If you do not have access to your annual COI, you can request help here: 

https://www.buffalo.edu/research/about-us/staff-directory/ris/request-it-help.html

UB's annual filing deadline is Nov. 1.

Click COI Module

https://www.buffalo.edu/research/research-services/click-implementation.html
https://www.buffalo.edu/research/about-us/staff-directory/ris/request-it-help.html
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▪ Provides electronic system for the management of grant award applications, budgets, 
milestones, contract terms, sub-recipients, and compliance status.

▪ Ensures consistent processes and reminders to researchers and staff for pending 
work items

▪ Integrates grant processes with key compliance issues such as IRB and COI

▪ The Office of Sponsored Projects Services (SPS) helps develop grant proposals, 
reviews and submits sponsored funding proposals, and assists in managing grant 
awards.

Grants Module

Benefits:

• Ensures submissions are 

accurate and complete

• Standardizes budget preparation 

and review

• Integrates with existing 

accounting and HR systems
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Grants Home Page Inbox

Reminder: 

Only a PI 

will see this 

button
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Proposal Workspace
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Creating a Funding Proposal

1. From My Inbox in the Grants Tab, click Create Funding 

Submission

2. Fill out each page.  Click Continue to move through the 

pages.
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Located at the bottom of the page (question 7.0) under 

Proposal Access Rights Definition

Users that can edit the Funding Proposal and Budget. 

Typically, departmental staff/coordinators. 

They will not receive any email notifications from the 

Grants module. 

You are not required to add anyone to this section. 

If you are filling out a Funding 

Proposal for the PI, add yourself to 

EDIT rights before changing the PI 

name or else you will be kicked out of 

the Smart Forms 

If you are filling this out for a PI (not 

yourself) fill out this section with your 

name before changing the PI to the 

correct person in 2.0 Program 

(Director / Principal Investigator / 

Project Lead / Fellow)

Edit Rights
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• Provides electronic system for management of the use of animal subjects in scientific and 
educational activities.

• Provides access to species, procedure, substance, training information and inspections

• Assists in the creation of reports

• The Institutional Animal Care and Use Committee (IACUC) reviews and approves all animal 
research to maintain nationally established standards to ensure that the University’s 
research methods are ethical and compliant.

IACUC Module
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✓Create a Research Team. 

✓Each Research Team will then have Substances and Procedures 

associated with it.

✓Each Research Team will have its own Protocols with Experiments, 

Substances and Procedures associated with it.
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Creating a Protocol 

To begin the process of creating a Protocol, please complete the following steps: 

1. Click the IACUC tab in the top navigation menu. 

2. Select your desired Research Team from the Research Teams tab. Individuals    

listed in this Research Team will be imported into the personnel section of 

the Protocol you create. 

3. Click the Create Protocol button. 
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Create Building Blocks

Before you create a protocol, the Building Blocks for a protocol must be created in a specific 
order:

 

1. Create your Research Team 

2. Create Team Substances 

3. Create Team Procedures 

If the system does not already contain the Substance or Procedure that you need for your 
protocol, you will need to create it yourself. 

Once created, it will be saved and can be used again in any of your Research Team’s future 
protocols. It will not be viewable or available to anyone who is not on the Research Team. 
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From the Research Team workspace, you will see:

1. All submissions to the IACUC module

2. State in the review process

3. Team PI

4. Actions that can be performed by the research team

Research Team
Workspace 1

2

3

4
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• Provides a streamlined way for researchers to create and submit protocols for studies involving 
human subjects.  

• Initiates and provides support for New Studies, Modifications/Continuing Reviews, and 
Reportable New Information

• The Institutional Review Board (IRB) approves, modifies, or rejects proposed research based 
on its perceived risks and benefits to prospective subjects.

IRB

Benefits:

• Ensures compliance 

standards

• Reduces approval 

turnaround times
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Study Execution

Recruitment Study Support Services

Study Activation

Central Study Registration Click IRB Submission

Study Development

Feasibility and Study Design Training
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This is the place to enter your study from any of the Health Sciences Schools, or if your study is 

deemed a clinical trial.

From the information you provide in CSR, the Clinical Research Office (CRO) will create your IRB 

submission in CLICK IRB.

It is important to note that CRO will never SUBMIT your study for you, they create it and then turn it 

over to you to add any outstanding documents that the IRB will need to review (data collection 

forms, surveys, consent forms and the like…) and submit the study for review when ready.

Central Study Registration CSR:

For help with CSR: contact Kim Brunton

  716-888-4840, kbrunton@buffalo.edu

https://www.research.buffalo.edu/studyregistration/main/login
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From IRB Tab, you will see:

1. Active, Archived, or All submissions (regardless of status) 

to the IRB module

2. Reporting features

3. State of the review process

4. Shortcuts to available actions, and resource documents

To open a study that you are associated with, click on the 

hyperlinked ID. This will take you to the study workspace.
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1. Study details

2. The state in the review process

3. Actions you can take

4. Tabs with information about the study and the review process

1

2

3

4

Study Workspace
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Protocol Form and Supporting Documents

http://www.buffalo.edu/researchHRP-503-Template Protocol 

You will need a protocol form to upload into the system, along 
with any other supporting documents you want to upload.  

• Navigate to http://www.buffalo.edu/research 

• Click on Office of Research Compliance (ORC)

• Click on Institutional Review Boards (IRB) Toolkit

• Click on Templates

• Download:

• HRP-503-Template Protocol 

If you don’t have documents readily available on your 
computer:

http://www.buffalo.edu/research
http://research.buffalo.edu/rsp/irb/HRPP%20Topics/SECTION%20D/500-599%20TEMPLATES/501-509%20GENERAL%20TEMPLATES/HRP-503-Template%20Protocol.docx
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1. On the Final Page, click 

the Finish button to go to 

the Study Workspace.

2. Clicking Finish DOES 

NOT submit your protocol 

for review.  You must use 

the Submit option in the 

Study Workspace to 

submit your protocol for 

review.

3. In order to send the 

submission for        

review, the PI must click 

Submit, read the 

statement and then click 

OK to submit the study 

for review

Final Page
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Roles during PRE-

Submission

1. The research team will 

complete the SmartForm 

pages

2. The PI will then submit 

the study for review
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CITI Training

Citi

Training

There Click Portal and CITI will automatically add course information 

for study team members. 

In order to ensure that your protocol is not delayed, you should verify 

that all study personnel have completed the appropriate CITI Training.

To log in to Citi trainings, navigate to Navigate to http://www.citiprogram.org, enter your UBIT name and Password.

http://www.citiprogram.org/
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• Provides way for researchers to identify any hazardous materials that will be part of an 
experimental protocol:

• Biosafety Hazards

• Radiation

• Chemicals

• Stem Cells 

• The Environment, Health and Safety (EHS) department anticipates, recognizes, evaluates, and 
controls all safety hazards at the University while striving to protect human health and the 
environment.

Safety Module

Benefits:

• Ensures adherence to NIH and other federal, state, and local regulations

• Allows the tracking of Safety protocols in parallel with IRB and IACUC protocols

• Contains full review, committee, and meeting management functionality
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Clicking on the protocol from the 

Safety Tab you show you

1) Protocol details and information

2) The state in the review process

3) Actions you can take in 

the protocol’s state

4) Tabs with history of the submission

       and relevant documents

1

2

3
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1. Navigate to http://www.buffalo.edu/research

2. Locate the QUICK LINKS section of the page:

3. Click on the Click Portal Login link

4. Enter your UBITName and Password and click the Log In button.

http://www.buffalo.edu/research
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Questions?

• For technical questions regarding Click:
• Tracie Groves, traciegr@buffalo.edu

• For assistance with UBITNames and 
Passwords:

• Electronic Research Administration, 
support@research.buffalo.edu  

mailto:support@research.buffalo.edu
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