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jpsmit01@louisville.edu 

Your UserID is the first part of the GroupWise email 
address that was assigned to you by the University. 

 
 
1. Open up Internet Explorer 6.0 and 
type in the following address:  
https://braanprod.louisville.edu 
 
This will take you to the BRAAN2 
Login Screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Login to BRAAN2: 
 
Your username is your GroupWise UserID    

 
Your Password is your GroupWise password 
 
 

 
 
 
 
 
3.  BRAAN2 will show you a welcome screen.   
 
On the left-hand side of the screen is a list of links.  
 
 
Please click on the Activity List under Signature. 
 

UserID 
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4. You will see the list 
of studies waiting for 
your signature. 
 
Click on the  
plus sign next 
to the study  
you are planning  
to review. 
 
 
 
 
 
5. A box will appear 
under the study you 
chose to review. 
 
Click on the link 
Awaiting your 
Signature. 
 
 
 
 
6. The study 
details screen 
will appear. 
 
In the bottom 
right hand 
corner you will 
see a drop 
down box called   
Select an 
Action. 
 
 
 
 
 
 
 
 

Please note: Microsoft Word and Adobe Acrobat Reader are both required to review files in BRAAN2. 
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7. To view a pdf file containing all of 
the details of the research, select View 
and press  
 
Note: please be patient it may take 
several minutes for BRAAN2 to create 
the .pdf  
 
 
 
 
8. To view any files that the PI has 
uploaded and attached to the protocol, 
select View Attachments/Forms and 
press  
 
This will bring up a list of the attached 
files which are usually word or pdf files. 
 
 
 
 
9. To complete the Scientific/Scholarly 
Merit Review Signature Memo select 
Signature Memo and press  
 
 
The signature memo will pop up.   
 
 
 
 
 
10. If you wish to Sign 
the Protocol click on 
Sign Protocol.  If you 
wish to send the 
protocol back to the PI 
for revisions click on 
Return unsigned to PI.  
 
 
Then click Yes to the 
Question “Are you the 
Scientific or Scholarly 
Merit Reviewer for 
your department?” 
and click  
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10. The Scientific/Scholarly Merit Review  
link will now be visible.  Click on this link   
 
 
The Scientific / Scholarly Merit Review page 
will pop up  
 
 
11. The Scientific / Scholarly Merit Review in BRAAN2 is simply an electronic version of the 
paper form. Please answer all 3 of the yes/no questions and explain each of your answers.  
 
When you have completed the form click  
 
Once the document has been 
saved click   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
 
12.  This box should pop up: 
 
 
 
 
 
 

Click        then click  
 
 
You will be taken back to the activity list and the study will no longer appear on the list. 
 

**Please do not stop here!  You are NOT finished!** 
 

Note: If the box says something 
other than “No Error Found”, 
please go back and complete the 
items that are listed in the box 
and then repeat #9 & 10 
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Steps 11 – 15 MUST BE COMPLETED for the study to move on in the process!     
 
 
11.  When the activity list pops up the study you were working on will not be showing.    
 
Click on the refresh button       on your 
browser to bring the study back up.  
 
 
 
  
 
If the study does not immediately pop up, please wait a minute or two and click       again.   
 
If the study shows up on the list but has a little clock next to it, it means it is still 
processing, please wait a minute or two and click       again. 
 
 
 
 
12. Once the study is 
showing up on the list and 
there is no clock next to 
it, please click on the plus 
sign  
 
 
 
 
 
 
 
13. A box will 
appear under  
the study 
information.  
 
Click on the link 
Signature Memo. 
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14. The study 
details screen 
will appear.  
 
In the Select 
an Action 
dropdown box 
select Send 
Signature 
Memo. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
15. This box will popup. 
 
 
 
Type in your password  
and click . 
 
 
 
 
 
 
 
 
 
 
 
 
 
16.  The protocol will now be gone from your activity list and now you are finished!! 


