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This guide explains the Meeting Management processes in IRB. Meeting Management supports the full lifecycle of an IRB
committee meeting: from creating the meeting and preparing the agenda, to conducting the meeting, recording committee
decisions, and completing post-meeting documentation. This process ensures submissions reviewed by committee move
accurately through the IRB workflow.

Create a Committee Meeting

1. Tocreate a Committee Meeting, navigate to Meetings from the Sub-Navigator or My Inbox, select Create New Meeting,
complete the meeting SmartForm, and click OK to open the meeting workspace.

Dashboard Admin Agreements COI Grants IRB Settings
Submissions Meetings Reports Library Institutional Profiles Help Center Central Actions
a
IRB > Meetings 28 Components £ Properties {@& Permissions

. Creating New: Meetin Sowtomsines @ Hp
Meetings 9 9 % ki

1. * Choose the committee for the meeting:|(The list includes only the committees you have permission to view)

Upd QO Committee 1
Create New Meeting Clear
’ Fill H
Create New Commitiee 2.* Meeting date and start time:
Nan [ = J

3.* Location:

I

4. Meeting name:

| ‘ L
0 [ © Cancel 5

Prepare for a Committee Meeting

1. To assign submissions fora committee meeting, from the submission workspace, select Assign to Meeting, choose the
appropriate upcoming IRB meeting, and click OK.

Dashboard Admin Agreements (e0)| Grants IRB Settings

Submissions Meetings Reports Library Institutional Profiles Help Center Central Actions
IRB > Multi Site Test 2 & Admin View @ Help
Siaaeal STUDY00000019: Multi Site Test 2
Entered IRB: 2/4/2026 2:49 PM Principal investigator: Sam Uhlarik IRB oﬂice:_ UAB Human Research Protections Program
Last updated: 2/18/2026 1:57 PM Submission type: Initial Study IRB coordinator:
Primary contact: Sam Uhlarik Regulatory authority: 2018 Requirements
Pl proxies:
Next Steps

re

Assign to Meeting
View Study G

I~ Add this submission to the agenda of an upcoming committee meeting.
Printer Version

* Select a meeting: (choose from all IRB committee meetings in the next 60 days)

B9 Assign to Meeting Meeting Location Committee Name
& Assign to Non-Committee Q Test Meeting Test Location Committee 1
Review Clear

PR B
& Edit Pre-Review His' @) After clicking OK, you can select specific reviewers using the Assign Reviewers activity.

&+ Assign Coordinator
Filt
&+ Assign Primary Contact

&+ Assign Pl Proxy —

% Manage Ancillary Reviews ad m

: Study Created Uhilarik, Sam 21472026 Z:49 PVi
& Manage Guest List ¥ Y '
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To add other agenda items for a committee meeting, from the meeting workspace, click Update Other Agenda Items, click
Add, and complete the form to add a related project. After adding, click OK, then click OK again.

Update Other Agenda ltems Institutional Profiles Help Center Central Actions

1. Other Agenda Items:

+ Add

Name "i<elated Projecis  Date Modified  Assigned Revie Add Click Other Agenda Item

There are no items to display
1.* Name: nda:

2. Description:

OK

Decline Attendance ID Name Sta. 'rsiP

Prepare Minutes

Convene Meeting

Edit Meeting Details

3. Related Projects:
Rename Meeting I

B kR I &EO

Update Documents 0 items returned N Name

Update Other Agenda Required OK and Add Another

| ) . . -
LS Previous meetings with minutes for approval

S,

ID Name Execute Activity

Toremove an agenda item from a committee meeting, remove the associated submission. Click on the submission in the
Agenda Items tab, click Remove from Agenda, complete the form, and click OK.

=t|ngs Reports lerary Institutional Profiles He
1. Notes:
Committee: Committee 1
Meeting date & time: 2/27/2026 6:00 AM
Agenda: 1) Agenda for Test Meeting.dod i =
Minutes:
VB S Pre-Submission
Report:  Expedited Submissions Approved in the Last |
Printer Version
Agenda Items Attendees History Su
' Submit Committee Review
ID Name Stal
4 Request Clarification by
STUDYO00000029 Single Site Test Cor Committee Member
1 items returned & Assign to Non-Committee History Punding
Review 1
i i i i 1 & FEdit Pre-Review " e
Previous meetings with minutes for appro Filter by © | Activit
D Name 1 Remove From Agenda -
A [ ok |
Assign Coordinator
& g ~ Submitted
&+ Assign Primary Contact [y et Cocd
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4. Toremove a non-submission item, click Update Other Agenda Items, click the delete icon, and click OK.

Submissio - = ’ - ’
Update Other Agenq hrspuabstage3.huronclick.com says ﬁ

Are you sure you want to delete the selected item?

IRB > Meetings > Ti

1. Other Agenc

Next Steps

C I
#~ Administration + Add w ance

= Prepare Agendd .
pare o Name Related ﬁqeﬁ Date Modified Elgned Reviewers

4 Send Agenda

& Assign Reviewe E’; Update | Test Item 202712026 (%]

A Notify Reviewer.

# Edit Meeting Att
" Confirm Attenda |
@ Decline Attendal
o Prepare Minute
#* Convens Meeti

P Edit Meeting De |

OK Cancel
#~ Rename Meetin

7] Update Documents Other Agenda Items
# Update Other Agenda Name Related Projects ~ Date Modified
fiems Test ltem 202712026

5. To assign reviewers fora committee meeting, from the submission or meeting workspace, click Assign Reviewers,
complete the reviewer assignment form, and click OK.

Note: For COI and non-submission agenda items, click Assign Reviewers from the meeting workspace.

Submissions Meetings Reports Library Institutional Profiles Help Cen
-

IRB = Meetings = Test Meeting

Committee:Committee 1
Scheduled .
Test Meeting

Next Steps Meeting date & time: - - - ) . .

F Adniisketion Acend 1. Assign reviewers for this submission:
genda:

= Prepare Agenda Minutes:

4 Send Agenda Report:  Expedited

& Assign Reviewers Reviewer Role

There are no items to display

A\ Notify Reviewers Agenda Items

# Edit Meeting Attendance D

«” Confirm Attendance -
STUDY00000029

@ Decline Attendance

1 items returned
& Prepare Minutes

£ FditMesting Details Previous meetin¢ ~ Required

#~ Rename Meeting
ID Name Execute Ac

£ Update Documents

# Update Other Agenda
ltems
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To add supporting documents for a committee meeting, from the meeting workspace, click Update Documents, upload

the supporting documents, and click OK. The documents will appearin the Supporting Documents tab.

Dashboard Admin

Submissions Meetings Reports Library
-

IRB = Meetings = Test Meeting

Scheduled

Next Steps

Committee: Committee 1

Test Meeting

4~ Administration

Agenda:
[= Prepare Agenda Minutes:
4 SendAgenda Report:

& Assign Reviewers

A Notify Reviewers Agenda Items Attendees

& Edit Meeting Attendance

Meeting date & time: 2/27/2026 6:00 AM
Agenda for Test Meeting doc(0 01) -+

Expedited Submissions Approved in the Last 45 Days

Agreements COI Grants

Institutional Profiles Help Center Central Actions

Location: Test
Items on agenda: 1

History Supperting Documents

D)
+" Confirm Attendance

o
@ Decline Attendance —

+ Add
@f Prepare Minutes
£ Edit Meeting Details P Name
#~ Rename Meeting o

2] Update Documents

# Update Other Agenda
Items

= 1. Supporting Documents:

There are no items to display

OK

Cancel

7.
Agenda form, you have two options:

To prepare and send a committee meeting agenda, from the meeting workspace, click Prepare Agenda. On the Prepare

* Tocreate an agenda from a template, select the template from the list and click Generate.

o

Note: You can open the draft agenda, change it as needed, and then add the revised document.

* Toadd an agenda, click Upload and then browse for the letter.

Dashboard Admin
Submissions Meetings Reports Lik
-~

IRB = Meetings = Test Meeting

Scheduled

Next Steps

Committee: Committee 1

Test Meetil

Meeting date & time: 2/27/

4~ Administration Agenda:
Minutes:
= Prepare Agenda
Report:  Expedited Submi

<4 SendAgenda

& Edit Meeting Attendance

Agenda Items Attens

+ Confirm Attendance

ID Name State

@ Decline Attendance

Prepare Agenda

You can generate, upload, and revise an agenda for the meeting here.

1. Generate an agenda from a template:

| v | Generate

2. Draft agenda:

%% Prepare Minutes
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To prepare minutes during a committee meeting, from the meeting workspace, click Prepare Minutes. Generate minutes

from a template or upload a document, and click OK.

Submissions Meetings Reports Library Institutional Profiles Help C
-

IRB = Meetings > Test Meeting

Scheduled

Committee:Committee 1

Test Meeti

You can generate, upload, and revise minutes for the meeting here.

1. Generate minutes from a template:

Bl o

Next StePs Meeting date & time: 2/2 |

#~ Administration Agenda: o

= Prepare Agenda Minutes: R .
2. Draft minutes:

<4 Send Agenda Report:  Expedited Sub

& Assign Reviewers

A Notify Reviewers Agenda Items Atte
& Edit Meeting Attendance D
«” Confirm Attendance

STUDY00000029

@ Decline Attendance

1 items returned
4 Prepare Minutes

B3 Edit Meeting Details

Previous meetings v

#~ Rename Meeting

ID Name Execute

2] Update Documents

Conduct a Committee Meeting

1.

To start a committee meeting, from the meeting workspace, click Convene Meeting.

Submissions Meetings Reports Library Institutional Profiles
-

IRB = Meetings > Test Meeting

Agenda Sent

Committee:Committee 1

Test Meeting

Help Center Central Actions

Update Other Agenda
ltems

%,

Ni
ext Steps Meeting date & time: 2/27/2026 6:00 AM Location: Test
# Administration Agenda: Agenda for Test Meeting.doc(0.01) «-- Items on agenda: 1
= Prepare Agenda Minutes:
4 SendAgenda Report: Expedited Submissions Approved in the Last 45 Days
& Assign Reviewers
A Notify Reviewers Agenda Items Attendees History Supporting Documents
& Edit Meeting Attendance 3 n
ID Name State Coordinator Record Decision
" Confirm Attendance - - - _
STUDY00000029 Single Site Test Committee Review Submit Committee Review
@ Decline Attendance
1 items returned age of 1
o Prepare Minutes pag
Convene Meeting . . . .
~ o Previous meetings with minutes for approval
B9 Edit Meeting Details -
ID Name Execute Activity
#~ Rename Meeting
£ Update Documents

No data to display.
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2. To approve previous committee meeting minutes once the meeting has started, from the agenda, select a previous
meeting listed for approval and click Approve Meeting Minutes.

Dashboard

Submissions

IRB = Meetings = Test Meeting

Meeting

Convened

Next Steps

Meetings
-

Agreements

Reports Library Institutional Profiles Help Center

Committee: Committee 1

Test Meeting

Meeting date & time: 2/27/2026 6:00 AM

Grants

Central Actions

IRB = Meetings = Mesting test LW 2 13

- Con
Meeting Complete ]_V

Agenda: @ Agenda for Test Meeting. doc(0.01)  ««-
#~ Administration Minutes: Next Steps Me
# Edit Meeling Attendance Report:  Expedited Submissions Approved in the Last 45 Days 4~ Administration Ag
& Prepare Minutes 4 Prepare Minutes Mit
x Close Meeting Agenda Items Attendees History Supporting Documents (4 Approve Meeting Minutes
/4 Rename Meeting Re
D Name State Coordina  J~ Rename Meeting

£ Update Documents

STUDY00000029 Single Site Test Commitiee Review

Update Documents
# Update Other Agenda 1 Up
ltems : A
1 items returned

Previous meetings with minutes for approval

ID Name

Mee00000001 Meeting test LW 2.13

1 items returned

3. Todisplay submission information and reviewer comments during a meeting, from the meeting workspace, click on the
submission in the Agenda Items tab. From the submission workspace:
*  To show contents of the forms, click the View Study button.
* Toshow attached documents, click the Documents tab.

* Toshow information recorded during previous reviews, as well as committee, meeting, and reviewer
assignments, click the Reviews tab.

Dashboard Admin REEEY
Repors

Printer Version

Committee'Committ [ Submit Committee Review

Submissions Meetings Pre-Submission IRB Review
-

Clarification
Requested

Pre-Review
Clarification
Requested

IRB = Meetings = Test Meeting

Meetmg t 4~ Request Clarification by
Committee Member
Convened Test Meq
& Assign fo Non-Committee History Funding Contacts Documents Reviews Snay
Meeting date & time Review
Next Steps Agenda: #" Edit Pro-Review Filterby @ | Activity v IEnler text o search
}' Administration Minutes: @ Remove From Agenda Activity Author
&+ Assign Goordinator - Submitted Uhlarik, Sa
g . 1
& Edit Meeting Attendance Report: Expeditec 2+ Assign Primary Contact 7
B Study Created Uhlarik, Sal
(.i: Prepare Minutes &+ Assign Pl Proxy
. & Assign Reviewers
x Close Meeting Agenda Items AUEIUEES THSTOTY SUPPOTTING DUCUITIETITS
#~ Rename Meeting
ID Name State
€7 Update Documents
STUDY00000029 Single Site Test Committee Review
& Update Other Agenda
ltems 1 items returned
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Submit a Committee Review

1. Tosubmita committee review, from the meeting workspace and under the Record Decision column, select Submit
Committee Review. On the Submit Committee Review page, pay close attention to the following sections:
* Determination: Select the appropriate determination
e Risk level: Select the appropriate risk level
*  Votes:Fill in all votes regarding the determination
e Supporting Documents: Include the final version of any relevant checklists
* Areyou ready to submit this review: Click Yes to move the submission to Post-Review. Click No to return and
finish the review at another time
*  Click OK when done

Note: To correct a committee review after you submit it, you can click Submit Committee Review once more, make the
necessary corrections, and click OK to resubmit.

Submissions Meetings Reports Library Institutional Profiles Help Center Central Actions
-
IRB = Meetings = Test Meeting

Committee:Committee 1

Meeting .
Convened Test Meeting
Meeting date & time: 2/27/2026 6:00 AM Location: Test
Next StePs Agenda: @ Agenda for Test Meeting.doc(0.01)  +=+ ltems on agenda: 1
#~ Administration Minutes:
# Edit Meeting Attendance Report: Expedited Submissions Approved in the Last 45 Days
% Prepare Minutes
X Close Meeting Agenda Items Attendees History Supporting Documents
#~ Rename Meeting
ID Name State Coordinator Record Decision Reviewe|
€] Update Documents
STUDYO00000029 Single Site Test Committee Review Submit Committee Review

& Update Other Agenda
o

page of 1

1. * Determination:

Name Related Worksheet nutes for approval
O Approved HRP-314 - Worksheet - Criteria
for Approval - . B -
PP 6. * Votes regarding this determination: m
Modifications Required to Secure HRP-314 - Worksheet - Criteria
"Approved" for Approval — For: |:I =
HRP-310 - Worksheet - Human .
O Not Human Research Research Determination Against: |:I
o Modifications Required to Secure HRP-310 - Worksheet - Human B - |
"Not Human Research” = — - B—
O Human Ressarch, Not Engaged 10. Supporting documents: (attach any relevant checklists, reports, and VA documentation)
o Modifications Required to Secure <+ Add
"Human Research, Not Engaged”
Q) Deferred Name
O Disapproved There are no items to display
Clear
2. *Risk level: @ 11. * Are you ready to submit this review? @
() Greater than minimal risk O Yes O No C|ear
QO No greater than minimal risk
4
O NA -
Clear
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1. Toclose acommittee meeting, from the meeting workspace, click Close Meeting. The meeting status will change to
Meeting Complete.
Dashboard Agreements
Submissions Meetings Reports Library Institutional Profiles Help Center Cent
-
IRB = Meetings = Test Meeting
Meetin Committee:Committee 1
eeting . _ .
Convened Test Meetlng IRB > Meetings > Test Meeting

Meeting date & time: 2/27/2026 5:00 AM

Next Steps Agenda: 3
Minutes: Meeting Complete

4~ Administration

N Report: Expedited Submissions Approved in the Last 45 Days

# Edit Meeting Attendance Next Steps

@ Prepare Minutes o -

x Close Meeting Agenda Items Attendees History Suppoerting Docun| j’ Administration

#~ Rename Meeting D Name State % Prepare Minutes

] Update Documents STUDY00000019 Multi Site Test 2 Committee Review }r Rename Meeting

* Update Other Agenda -

7 ltoms 1items returned 7] Update Documents
Previous meetings with minutes for approval
ID Name

2.

To finalize documents ahead of sending them to a PI, from the submission workspace, click Finalize Documents. Select the

documents to change to PDF and watermark, and click OK.

Submissions

IRB = Single Site Test

Entered IRB:  2/27/2026 3:17 AM
Last updated: 2/27/2026 7:25 AM

Next Steps

View Study

[ Finalize Documents

(& Prepare Letter

& Submit Committee Review
# Edit Pre-Review

&+ Assign Coordinator

&+ Assign Primary Contact

Meetings

Reports Library Institutional Profiles Help Center Central Acti
STUDY00000029: Single Site Test
Principal investigator: Sam Uhlarik IRB
Submission type: Initial Study IRB
Primary contact: Sam Uhlarik Reg
Pl proxies:

Pre-Submission Pre-Review

Clarification
Requested

Select the submission's supporting documents that should be finalized and have a permanent record created for
them. Finalizing creates a PDF copy of each document and stamps it with the watermark for its specific category.

Post-Review

IRB Review

Clarification
Requested

Modifications
Required

History Fur

Filter by © E

Activi

Approve Draft
O

Category
IRB Protocol

Final Last Finalized

attach.png
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3. Toprepare a determination letter for a Pl, from the submission workspace, click Prepare Letter. Generate a draft letter
from a template or upload a draft letter, and click OK.

Dashboard Agreements

Submissions Meetings Reports Library Institutional Profiles Help Center Central A

IRB = Single Site Test

STUDY00000029: Single Site Test

Entered IRB:  2/27/2026 317 AM Principal investigator: Sam Uhlarik IRE
Last updated: 2/27/2026 7:49 AM Submission type: i ]
P Primary contact: Generate, upload, and/or revise a letter to the investigator here.
Pl proxies:
Next Steps Generate a draft letter from a template:
| v .
— Stu{jy
) ] Draft letter:
Printer Version

& Finalize Documents
(& Prepare Letter
™ Submit Committee Review

History Fundj -
# Edit Pre-Review oK

&+ Assign Coordinator Filter by 2] |Activity v | | Enter text to search |n <+ Add Filter

8. Accinn Driman: Coantact A st

4. Tosend the determination letter, from the submission workspace, click Send Letter. Review the determination and letter
and then click OK.

* Note: You may want to verify the accuracy of the dates listed on the Send Letter page before clicking OK.

The letteris sent to the PI, Pl proxy, and primary contact.

Submissions Meetings Report: - -
Determination:

IRB > Single Site Test Approved

STUDY e

Entered IRB: 2/27/2026 3:17AM  Principal investig
Last updated: 2/27/2026 7:57 AM Submission type: Effective date:

Primary contact: 2/27/2026
Pl proxies:

Next Steps Correspondence letter:

View Study ( Pre-Submission Correspondence_for_STUDY00000029.pdf(0.01)

Printer Version

«d Send Letter

& Finalize Documents

(& Prepare Letter

History Funding Contacts Documents Reviews Snapshots Tram1

& Submit Committee Review
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