
Quick Reference 
Guide

This guide demonstrates how to find and complete and checklist and upload that checklist to the meeting.

Working with Checklists IRB Staff and 
Reviewers

1. To find all available checklists, click on the IRB tab, then the Library tab, and click on Checklists to see a list of all available 
checklists. Click on the name of a checklist to download it to your computer. For a list of all checklists and when to use 
them, see the HRPP Toolkit section of the IRB Guide for Campus and HRPP.

2. After opening the checklist, carefully read over the instructions at the top of the page, and fill out the checklist.
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3. After completing the checklist, you will need to upload it to the associated meeting. To do this, click on the IRB tab, then 
the Meetings tab, and click on the name of the meeting you’d like to add your checklist to open the meeting workspace.

4. Once on the meeting workspace, click on the Update Documents activity to upload your checklist, click Add to upload the 
checklist, fill out the title (optional), upload the file, and click OK or OK and Add Another.
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5. The file will appear under the Supporting Documents tab of the meeting workspace.
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