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[bookmark: _Toc217300705]User Registration and Personal Profile (New and Existing Users)
[bookmark: _Toc217300706]Existing Harmony Users
The Harmony System consists of two websites.  One for Applicants and one for Reviewers.  This guidance is specific to the Applicant site.
Users who have already been active in Harmony can log in using their existing credentials at the link below.
· Harmony Applicant Site.
The Harmony Login page will now be open:
1. Navigate to the “Email Address” field and enter your email address
2. Navigate to the “Password” field and enter your password
3. Navigate to the “Log In” button and press Spacebar.
Existing users can proceed to the "Accessing Your Activated Account" section.
New users can proceed to the “New Users to Harmony” section below.
[bookmark: _New_Users_to][bookmark: _Toc217300707]New Users to Harmony
You will have received an email(s) notifying you of any existing University of Manitoba (U of M)projects that have been imported into Harmony with you listed as Principal Investigator (P-I). To begin as a new Harmony User:
1. Activate the link in the email to begin verifying your account. For users with multiple projects, this email verification step is only required once.
2. You will be taken to the Harmony system and immediately prompted to reset your password in the “Forgotten Password function.
3. The email that received the notification is already associated with your Harmony account. 
4. Navigate to the “Email Address” field and enter this email address.
5. Navigate to the “Reset Password” button and press Spacebar.
6. A new window will open stating: “Request Sent.  An email has been sent to the email address you provided, containing a link that allows you to change your password. Navigate to the “Return to Login” button and press Spacebar.
7. Harmony will send you another email with a link to allow a new password to be set.
8. Your account will now be fully activated in Harmony.

[bookmark: _Accessing_Your_Activated][bookmark: _Toc217300708]Accessing Your Activated Account
Once your account is fully activated, open the RITHIM Harmony Log In page through this link: Open Harmony Applicant Site and complete the login as follows:
1. Navigate to the Email Address field and enter your email. 
2. Navigate to the Password field and enter your newly created password.  
3. Navigate to the Log In button and press Spacebar.
[bookmark: _Toc217300709]Successful Harmony Log In
A successful login directs the user to their Work Area, which features navigation tiles.
Existing users may have numeric values in these tiles. For new users, most of these values will be zero. All imported projects can be found by navigating to the “U of M Imported” tile and pressing Spacebar.
All Principal Investigators must complete and submit a Personal Profile form to finalize project validation.
Existing users who have already submitted a Personal Profile form can proceed to the U of M Imported Projects section. 
Users without an existing Personal Profile should continue below.
[bookmark: _Toc217300710]Personal Profile Form
To finalize project validation, Principal Investigators (P-I) will be required to complete and submit a Personal Profile form. 
Each Personal Profile in Harmony will be assigned a unique identifier, known as the Personal Profile Project ID.
The Personal Profile is a form created once and updated annually that stores information and certifications for applicants, for use by Reviewers. In this way, applicants reference the Personal Profile Project ID in their application forms, rather than uploading the information for each application.
IMPORTANT: A known accessibility issue has been reported to the Harmony vendor. There is currently no means to use keyboard navigation to highlight and read the Project ID. As an interim solution, users can navigate to the “View as PDF” action, press Spacebar and open a PDF copy of any project or Personal Profile.  The Project ID is contained in the first line of the document. 
For more information about the Personal Profile form, please visit this link: Personal Profile Requirements.
NOTE: Personal Profile forms may be created by any user for another user (for example, Research Coordinator on behalf of P-I); however, the individual named within the form, for whom the form was created, is the user account that is required to sign the form and submit.
[bookmark: _Toc217300711]Creating a Personal Profile Project
From the Work Area, navigate to the “Create Project” Action and press Spacebar. A pop-up will appear where you will enter a project title and select the form type as follows: 
1. Navigate to the “Project Title” field and enter your Last Name and First Name, separated by a comma and one space.
2. Navigate to the “Form*” combination box and scroll through options and select “Personal Profile Form”.
3. Navigate to the “Create” button and press Spacebar.
[bookmark: _Toc217300712]Complete Your Profile
From the “Create” button on the previous slide, you will land on the Personal Profile Page.
1. Navigate to the “Personal Profile Form” area, below the Project Tree and Project navigation Tabs, which contains a table of links to each Question Page of the form. Select the “Details” link.
As you complete each area of the Personal Profile form, access the following Question Page by navigating to the “Next Page” button and pressing Spacebar.
[bookmark: _Toc217300713]Additional Information (e.g. Affiliations)
Principal Investigators, as compared to other Research team members, are required to enter more information in their personal profiles.
In both the Personal Profile Form and the Health Research Application, some questions could require multiple answers to capture the scope fully. Therefore, some questions can be answered more than once to capture appropriate detail. For example, if you have numerous post-secondary affiliations, the first answer can be provided. Then users can navigate to the “Add Another” button and press the spacebar to enable a subsequent entry for this information. This action can be repeated as required.
[bookmark: _Toc217300714]Signatures
Upon completion of all required information, the Personal Profile Form must be electronically signed.
Within the Personal Profile Form area, navigate to the “Signature” link and press Spacebar.
Harmony will move to the Signature page, where the P-I can navigate to the “Sign” button and press the Spacebar. If the Personal Profile Form were being completed by anyone other than the P-I, they would navigate to the “Request Signature” button and press Spacebar.
At this point, Harmony will perform a Completeness Check to ensure all required questions have been completed. If any questions on the Personal Profile were not completed, a pop-up will appear detailing the incomplete areas.  Navigate to each bullet for a link to the specific question. 
Once the Completeness Check is passed, a pop-up will appear requiring your Username and Password. Sign the form by navigating to and providing your Harmony Username and then Password, and then navigate to the “Sign” button and press Spacebar.
[bookmark: _Toc217300715]Personal Profile in the Project List
Once your Personal Profile is complete, it will be accessible in your Work Area, along with the corresponding Project ID.	
You will be asked for the Project ID of your Personal Profile during project validation and for any new applications for which you are a Research Team member.
IMPORTANT: A known accessibility issue has been reported to the Harmony vendor. There is currently no means to use keyboard navigation to highlight and read the Project ID. As an interim solution, users can navigate to the “View as PDF” action, press Spacebar and open a PDF copy of any project or Personal Profile.  The Project ID is contained in the first line of the document. 
[bookmark: _U_of_M][bookmark: _Toc217300716]

U of M Imported Projects
Both new and existing users who have had projects imported from U of M will have a folder titled “U of M Imported.”
Navigate to this folder and press Spacebar to move to your imported project list.
All successfully imported projects where you are listed as the Principal Investigator will appear in the Imported Projects list.
[bookmark: _Toc217300717]Managing Imported Projects
Other Harmony users can easily assist with projects in the system in two ways:
1. You may fully transfer ownership of the project (you remain as P-I ) to grant someone full access to the project. 
· Transferring ownership of the project is an administrative transfer and does not change the P-I responsible for the project, as noted in the Research Application. 
· This may be desirable when, for example, a Research Coordinator is available to manage some or all of the project in Harmony.
2. You can share Role Permissions with a user to invite them to collaborate on various projects with different levels of access.
[bookmark: _Toc217300718]Transferring Ownership of Imported Projects
Transferring ownership of projects may be desirable for any P-I with multiple imported studies and Research Coordinators or other team members who will be assisting with project validation.
To transfer ownership of a project(s) to another Harmony user, navigate to the “U of M Imported” projects folder, then navigate to the “Transfer” action, and press Spacebar.
[bookmark: _Toc217300719]Completing the Transfer
The Transfer Projects pop-up window will appear.
1. Navigate to the “Email Address” field, enter the email address of the Harmony user you wish to transfer the project(s) to.
2. Users matching the entered email address will appear in a dropdown as you type their email address. Navigate to the correct entry and press Enter.
3. If the desired email address does not appear in the list, it means that the email address is not linked to an active account. Confirm the email address of the User you are transferring to, with that user.
4. Once the correct user email is found, navigate down to the “Message” field and enter a message, if applicable. 
5. Below the Message field, users can use the search function to find specific projects to select for transfer. Alternatively, they can navigate to the provided project list and select the project(s) to transfer by pressing Enter.
[bookmark: _Toc217300720]Accepting the Transfer
The user designated for the project transfer will receive a transfer request on the Transfers tile of their work area.
Navigating to this tile and pressing Spacebar will display a list of Transfer requests.
The user can navigate to each project and choose to either Accept or Reject each transfer.
[bookmark: _Toc217300721]Sharing Role Permissions
Other Harmony users can collaborate on specific project forms.
To invite a user to collaborate, navigate to the appropriate Project from your project list and press Spacebar.
This will open the main screen for the Get Started form for your imported study.
You may share Role Permissions by navigating to the “Roles” action and pressing Spacebar.
[bookmark: _Toc217300722]Invite Users to Collaborate
To invite other users:
1. Navigate to the search and enter the “Email Address” of the Harmony user you wish to invite to collaborate. 
2. The user should appear as a selectable individual in the system as you type their email address. If not, the email address is not linked to an active account. Contact the individual to obtain the correct email address.
3. Choose the type of permission(s) you wish to share, from the” Please Select…” drop down.
4. To share combinations of permissions with one individual, use the green “+” symbol to add additional rows for each level of permissions (e.g. giving a coordinator access to “Read/Write/Submit/Create Sub Forms” as well as access to “Receive ALL notifications”).
5. The green “+” symbol can also be used to add rows and specify additional users.
6. Click the “Share Role” button to send the requests.
[bookmark: _Toc217300723]Project Validation
To begin validating a specific project, navigate to the “U of M Imported” tile and, on the resulting list of imported projects, select the title of the desired project and press the Spacebar.
[bookmark: _Toc217300724]Imported Information
The Navigation screen for the project will open, with the Get Started form in focus, displaying the Question pages for this project.
Some project data has been imported and populated in the form; however, users will also be required to answer additional questions about the imported project. A manual action is needed to activate the project for validation.
Navigate to the “General” Questions page link and press Spacebar to open the project.
[bookmark: _Toc217300725]Validation Completeness Check
Once the project is opened, to activate the project for validation, navigate to the “Completeness Check” action and press Spacebar.
The Completeness Check pop-up window will display, showing several questions that require completion (this is normal at this point).
Navigate to the “Close” button and press the Spacebar to complete the activation, placing the form in a state ready for validation. You will return to the Project area.
[bookmark: _Toc217300726]Activated Signatures
On the Question page, many links will now be activated for navigation and selection.  These relate directly to the items identified as outstanding in the Completeness Check and must now be reviewed and completed.  
The Instructions and Signature sections will also now be active; however, all other active question pages must be reviewed and completed before the form can be signed.
Once the completeness check has been passed, the project can be signed off, completing the validation.
Note that Project validation can be done in any order, but it is recommended to begin with the General section and proceed sequentially.
[bookmark: _Toc217300727]Signing the Validated Project
When the project validation is completed and has passed the completeness check, it must be signed by the P-I (or Advisor for a Student P-I).
If the P-I navigates to the “Sign” button and presses Spacebar, a pop-up will appear requiring their Username and Password as the Signatory. Navigate to those fields and enter appropriate information. Navigating to the “Sign” button and pressing Spacebar will complete the validation of the imported project and submit it. 
If the user validating the form is not the P-I (or student Advisor), navigate to the “Request Signature” button, and press Spacebar.
[bookmark: _Toc217300728]Signature Requests
When the “Request Signature” function is used, the P-I (or Student Advisor) will receive a notification on the Signatures tile of their Work Area.
Navigating to the Signatures tile and pressing the Spacebar will open the signature request list, where the P-I (or Student Advisor) can select the desired project by pressing the Spacebar.
The PI (or Student Advisor) will review the validated project.
Once the form has been reviewed, the P-I (or Student Advisor) will navigate to the “Sign” action and press spacebar to accept and submit the form. 
The P-I (or Student Advisor) can also choose the “Reject” action to return the Import Project validation for further work.
[bookmark: _Toc217300729]Completed Validations
Once signed, the project is submitted automatically and will receive an updated status of “Validated” approximately 10 minutes later.
Once the Project form is in a Validated state, the project is ready for management of any future follow-ons.
[bookmark: _Toc217300730]Support
For questions or support, please create a support ticket in the Harmony Support Site  (click link).
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