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Login Instructions 
1. Access the registration portal here:https://myemory.app.emory.edu/    

 
2. You must be logged into the VPN to access the registration portal. Enter your Network ID and 

Password to login 

 

Registration Steps for Program Directors 
Registration Steps Prior to Approval 
1. Navigate to the Programs Involving Minors Tab 

 

 
2. Select Create New Submission 

 

https://myemory.app.emory.edu/


3. Complete the Registration for Programs Involving Minors sections (we understand these may 
change, so estimate based on the expected number). Based on the School/Department selected, the 
Program Information will be sent to the designated Dean/Designee for approval (see red text boxes 
below) 
 
 

  



 
 
4. Submit the Program Information for approval to the designated Dean/Designee for the selected 

department using the Submit Program Information for Approval button (see red boxes above)  
 
a) You will receive the following confirmation email from Salesforce once your program has been 

submitted for approval.  

 
b) You will receive one of the following decision emails from Salesforce with the approval or 

rejection from the Dean/Designee 
 

Approval Email 
 

 
Rejection Email 

 

 
 
 
 
 
 
 
 
 
 
  



Registration Steps After Approval 
Once your program is approved, Program Directors must: 
 
5. Complete the Compliance Requirement Certifications section at least four (4) weeks prior to the 

start of the Program by clicking the box next to the compliance requirement 
 
a) If your program is Emory-Affiliated, you must certify that you obtained additional insurance 

coverage  
 

b) The Additional Comments section can be used in coordination with the Ethics and Compliance 
Office if certain certifications cannot be met prior to the program start date 

 

 
 

6. Fill out the Authorized Adults section with the confirmed list of Authorized Adults participating in the 
Program within 30 days of the start of the program, or upon completion of the program if the duration 
is less than 30 days 

 

Contact information for employees will automatically populate from Emory’s records 

Contact information must be manually input for non-Emory Authorized Adults (e.g., 
volunteers, students) 



Approval Steps for Deans/Designees 
1. When you are assigned to review a Program Involving Minors, you will receive the following email 

from Salesforce. Click the Registration System link and perform the Login Instructions above. 

 
 

2. Navigate to the Program Involving Minors Approvers Tab 
 

 
 
3. Click View and review the information on the Program Involving Minors  

 
4. Once you have completed your review, click Programs Involving Minors Approvers to navigate 

back to the Dashboard 

 
  



5. Either Approve or Reject the Program Involving Minors based on your review.  
 

 
a) If you approve the program, the following message will appear. 

 
b) If you reject the program, the system will prompt you to add an explanation for why the Program 

Involving Minors is rejected. This explanation will be shared with the Program Director who 
submitted the request as well as the Office of Ethics and Compliance for their reference. 

 
  



6. After you approve/reject the Program, the Program Director will receive the confirmation email and
the status of the Program will update in the system. The Red X in the Fully Certified column
indicates if the Program Director has certified all of the compliance requirements, which happens in
the following weeks after the Program approval.

7. The Program will show a check mark once the Program Director certifies all compliance requirements
applicable to their Program.

Additional Information 
For additional information, including definitions of what constitutes a Program Involving Minors at Emory, 
Program Director Responsibilities, FAQs, Resources, and more, please refer to the OEC website. For 
any additional questions, please reach out to the Office of Ethics and Compliance at 
compliance@emory.edu. 

https://ethicsandcompliance.emory.edu/programs-involving-minors/index.html
http://compliance@emory.edu

	Login Instructions
	Registration Steps for Program Directors
	Registration Steps Prior to Approval
	Registration Steps After Approval

	Approval Steps for Deans/Designees
	Additional Information

