
HRPP Tasks
Instructor Led Training and Demo – IRB
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• Navigation & Basic Tasks

• The IRB Workflow

• Review a Submission

• Submit a Review

• Continuing Reviews and Modifications

• Committee Review

• Meeting Management

• External Review

• Reportable New Information (RNI) Review

Agenda

2



Navigation and Basic 
Tasks
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Dashboard
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IRB Workspace
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Open a 

submission Identify Action 

Needed

Filter Data



The IRB Workflow
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IRB Workflow
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Review a Submission
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Review a Submission
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Click Review Compare changes

Click the 

checkbox

Click Finish



Demo



Submit a Review
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Submit a review
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Click Submit
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Submit a review
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Choose determination

Indicate 

continuing 

review

Attach documents

Check if applicable

Check if ready

Click OK



Demo



Continuing Reviews and 
Modifications
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Review a Continuing Reviews or Modifications
16

Click Review

Compare changes

Click the 

checkbox

Click Finish
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Submit a Review of a Continuing Review and 
Modifications
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Click Submit



© UAB. All Rights Reserved.

Submit a review
18

Choose determination

Indicate 

continuing 

review

Attach documents

Check if applicable

Check if ready

Click OK



Demo



Committee Review
Meeting Management
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Create a Meeting
21

Click Create

Complete required information

Click OK
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Prepare for Committee Meeting (Assign 
Submissions)
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Select the meeting 

Click OK

Click Assign
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Prepare for Committee Meeting (Add Items)
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Click Add

Click OK

Click Update

Complete the form

Click OK

Click OK
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Prepare for Committee Meeting (Remove Items)
24

Click on the submission

Click Remove

Click OK

Complete the form
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Prepare for Committee Meeting (Remove Items)
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Click OK

Click Update

Click Delete

Click OK

Click OK
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Prepare for Committee Meeting (Assign 
Reviewers)
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Click Assign

Complete the Add form

Click OK
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Prepare for Committee Meeting (Add 
Documents)
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Click Update

Complete the Add form

Click OK
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Prepare for Committee Meeting (Prepare and 
Send Agenda)
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Click Prepare

Generate or Upload

Click OK

Click Send
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Conduct Committee Meeting (Prepare Minutes)
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Click Prepare

Generate or Upload

Click OK
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Conduct Committee Meeting (Start Meeting)
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Click Convene
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Conduct Committee Meeting (Approve Previous 
Meeting Minutes)
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Click on the meeting

Click Approve
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Conduct Committee Meeting (Display 
Submission Details)
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Click on the 

submission

Click ReviewsClick Documents

Click View
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Submit Committee Review
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Select 

Determination

Select Risk Level

Click Add

Click Yes or No

Fill in Votes

Click Submit

Click OK



© UAB. All Rights Reserved.

Wrap Up Committee Meeting (Close Meeting)
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Click Close
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Wrap Up Committee Meeting (Finalize 
Documents)
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Click Finalize

Check Approve

Click OK
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Wrap Up Committee Meeting (Finalize 
Documents)
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Click Prepare

Click OK

Generate or Upload
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Wrap Up Committee Meeting (Finalize 
Documents)

37

Click Send

Click OK

Review the determination

Review the letter



Demo



External Review
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External Review (Pre-Review)
40

Click View

Request clarification, if needed

Click Confirm

Confirm Reliance

Click OK
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External Review (Pre-Review)
41

Edit study, if needed

Click Record

Choose requirements

Click OK

Finalize documents

Record decision



Demo



Reportable New 
Information (RNI) Review
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RNI Review (Pre Review)
44

Click View

Click Submit

Choose determinations

Confirm 

pre-review

Click OK
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RNI Review Process
45

Create 

an RNI

Pre-Review 

(IRBC)

Designated 

Review 

(CM)

Committee 

Review 

(CM)

Post-Review 

(IRBC)

Action 

Required 

(IRBC)
Acknowledged

Clarification 

Requested
Clarification 

Requested

Clarification 

Requested

Clarification 

Requested

Action 

Submitted

IRBC: IRB Coordinator      CM: Committee Member      DR: Designated Reviewer

Not serious, 

further action 

required

Serious, or 

more 

information 

required

Not serious, 

no further 

action

Ancillary Review



Demo



Questions?
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