
Sharing	Access	to	A	Study	Team	
Member	in	ClinicalTrials.gov	



Before	you	start	

•  Both	the	record	creater	(owner)	and	the	study	
team	member	need	ClinicalTrials.gov	
accounts.			IF	the	study	team	member	does	
not	have	an	account,	s/he	should	create	one	
following	the	Cp	sheet		linked	here	(Level	2	
password	required,	or	email	
UMMS-RegAffairs@med.umich.edu	



Enter	ClinicalTrials.gov	through	Submit	
Studies		(clinicaltrials.gov)	



Choose	PRS	System	



Show	them	you’re	human	by	typing	in	
the	day	name;	hit	conCnue	



Login;		OrganizaCon	is	UMichigan	(or	
UMichiganCC)	

IF	you	forgot	your	password,	click	Forgot	password,	and	the	email	will	
come	to	you	with	a	temporary	one	almost	instantaneously.			Don’t	
forget	then	to	change	your	password	later	to	something	you’ll	
remember.		One	easy	opCon	is	5	-6	characters	from	a	password	you	use	
a	lot	followed	by	“4CT.gov”	



Choose	your	study	and	open	it	
IF	you	need	to	change	your	password,	do	it	with	Accounts	here	



•  Pick	the	study	to	which	you	want	to	give	your	
team	member	access.	Select	Edit.	



•  Once	you	see	the	study,	you’ll	see	the	owner	
and	the	words	Access	List.		Click	on	Access	List	
and	a	pull	down	menu	of	everyone	in	
UMichigan’s	system	will	open.	



Step	Seven	
•  Select	the	person/s	to	whom	you	want	to	give	access	by	

checking	the	box	next	to	their	name.		Note	they	are	largely	
alphabeCcal	by	first	name.		Make	sure	you	click	Save	at	the	
bo]om	of	the	page.		



Verify	Success	

You	should	now	see	that	person’s	name	in	your	
Access	List	for	that	record.		

Don’t	forget	to	Log	out!	



Remember	Your	ResponsibiliCes	
•  If	you	are	the	Responsible	Party,		you	will	sCll	
have	to	Approve	and	Release	changes	that	
the	study	team	member	makes	to	the	record.		
Please	proofread	seriously,	as	all	records	in	
ClinicalTrials.gov	are	permanently	archived	
and	publicly	accessible	in	each	version.		This	is	
definitely	a	case	of	an	ounce	of	prevenCon	
being	worth	a	pound	of	cure.	



QuesCons?	

•  Contact	the	Office	of	Regulatory	Affairs.	
•  UMMS-RegAffairs@med.umich.edu	

•  h]p://msa.med.umich.edu/
regulatory_affairs/research/human/clinical-
trials	

•  734	764-0634	


