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IRBNet is KCU’s online research protocol submissama management system. IRBNet
must be used when applying for review of researghhle Institutional Review Board
(IRB), Biological Safety, Institutional Biosafetyo@mittee (IBC), or Institutional Animal
Care & Use Committee (IACUC). The IRBNet User Manwdfers step-by-step
instructions for new user registration, accessiRBNet, uploading CITI training
documents, protocol submission, adding missing ©h@us, entering
amendments/modifications, continuing review andsiclg a protocol, and accessing
approved documents.Please feel free to contact us with questions at
dcanyon@kansascity.edu or 816-654-7602.

l. NEW USER REGISTRATION

Visit http://www.irbnet.org and clickNew User Registratiotink in the upper right corner of the
screen to self-register. Please do not create pheiiccounts.

1. Enter your legal name, with standard capitalizgtioreate a user name and password
(password must contain 8 characters), passworddmdtclickContinue

2. Review the terms of use and then cligdcept

3. Search to find KCU, by entering Kansas City, clilearch and choose Kansas City

University, and thei€ontinue

Enter your KCU telephone number and email add@ésk Continue

After reviewing your information, cliclRegister To complete the registration process, you

will need to confirm your registration via your KGésnail account.

6. If you do not receive an activation email, check your spam filter/junk box. You may need
to add the addresmbody@irbnet.orgto the contacts section of your email systemyoif do
not receive an activation email, check that theemremail is listed in IRBNet. Clickdit
andSaveto change your email address if incorrect.

7. If you forget your password, click on th®rget Your Password®ink in the upper right
corner of IRBNet home page and follow the instmts. If you wish to change your
username or password, log into IRBNet and clickuser Profilein the upper right portion
of the screen.

ok

II.  ACCESSSING IRBNET THROUGH AN EXISTING REGISTRATION

Visit https://www.irbnet.org/release/index.htrdnd enter your username and password in the upper
right corner of the screen, clitlogin.

1. Once you log-in you will see thdy Projectsscreen.
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2. If you forget your username or password, seléargot your Passwordlink in the upper
right corner of IRBNet home page and follow thetnastions. If you which to change your
username or password, long into IRBNet and click“bser Profile” in the upper right
portion of the screen.

1. CREATING & SUBMITTING A NEW RESEARCH PROJECT IN IRBNET

You do not need to complete the entire protocol in one gjityou may Save and Exit, then go back and
update the document by clicking the pencil icontnexhe document.

1. Visit www.irbnet.org Log in and click the Create New Project’button on the menu to the
left.

2. Provide the basic Project Information.

a. Title of the research study
b. First and last name
c. Funding sponsor (if funded by a grant)
d. Internal Reference Number, please leave blank
e. Other information is optional
f. Click Continue
3. You will advance to the Designer Page
a. Step1l

I. Download blank forms, templates, reference matet@l assist you in
assembling the protocol. Save documents to youmpaten where they will be
easy to find and edit.

ii.  Browse your hard drive for completed documentsattath as required (please
view appropriate checklist of required items).

IMPORTANT — Ensure you select the correct library (IRB, IBC, I&)CUC). Choosing the
incorrect library will provide incorrect forms ateimplates.

b. Step2

i.  Click Add New Document Select a descriptor from the drop down menu. If
something is not listed or you are unsure, sel@ther” and provide the
description.

ii.  Click Browseto search for the file on your computer, click thie document
andOpen.

iii.  Click Attach.
iv.  Continue until all documents have been added to goatocol package

4. Select Share this Projett(under Project Administratioh located on the left side of the
screen. You will want to share the protocol witle thther researchers involved with the
project.All researchersinvolved in the project should beregistered in IRBNet.

5. Select the first optiorGhare and KCU.
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6. Search for the registered researchers you wislhacesthe project with. Grant each user a
level of Permission AccessSelected users will be notified automatically gem@ail and you
may enter comments to be included within the entditk theSavebutton.

7. Your Share Projecpage will list the names of the individuals whovédeen granted access
to the protocol. You may edit this list at any titmeclicking the individuals’ names.

8. Click on Sign This Packagen the left menu. Th@l_must sign the package before it is
submitted. Select your appropriate role from th@pdown box and cliclSign

9. Select the appropriate boaréllease note there are 3 options (IRB, IBC, and I&L Failure
to select the correct option may delay the reviéwoor protocol.

10.0Once highlighted, clicikContinue

11. Select the submission type, selseiw Projectfrom the dropdown box.

12.Leave the comment box blank.

13.0nce you Submit”, the package will be locked. The reviewers w#l hotified of your
submission and the review process will begin.

V. MINOR REVISIONS (UNLOCK)

Upon initial review by the research compliance a&fiif a document is missing, incomplete, or not
current you will receive an email indicating thatuy project has been unlocked and minor revisions
are required.

1. Log in towww.irbnet.org with your username and password, chd% Projects

2. Select the project you are submitting missing/inptate/not current documents.

3. Click on “Unlocked-Revisions Pendingh red. On the next screen you will complete the
requested changes.

4. Once the changes have been made, clickMark Revisions Completeto resubmit the
revised study. The reviewers are notified that ygsurmission has been completed.

V. ACCESSING THE DECISION LETTER

Once a decision has been made by the IRB, IBCAGUIC, the Pl and other researchers with access
will receive an automatic email from IRBNet statitigat an action has been taken on IRBNet.

1. Log into IRBNet atwww.irbnet.organd click on your existing project’s title, which
will take you to théProject Overviewpage.

Click onReview Detailsvhich is halfway down the page.

Scroll down toBoard Documentat the bottom of the page.

Click on the document’s name or the paper icorherright side of the section.

See the next section on how to respond.

aghRrwpd

V. HOW TO SUBMIT FOLLOW-UP MATERIALS

Follow-up materials include modifications requedtgdhe board/committee, revisions to
previously approved research, reports (statusl, fileiation/violation, and adverse event),
continuing review applications, eoO NOT CREATE A NEW PROJECT (e.g., 12345-1)
when submitting follow-up materials!
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Log into IRBNet atwww.irbnet.organd click on your existing project’s title. If yobave
multiple projects, you may have to search. If yamnrot see the study, be sure to click Mhe
Projectsbutton on the left menu.

1.

hown
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On theProject Overviewpage, click on thé&roject Historybutton on the left menu. Ignore
the notice that the package has been locked. It rrugain locked to maintain a submission
trail.

Click theCreate New Packadautton at the bottom of the page.

You will land on theProject Detailspage. On the left menu, click tbesignerbutton.

You can build your new package here. There'srampunder step 1 (IRB, IBC, or IACUC),
and a Add New Documentbutton under step 2. Documents from previous pgekavill be
shown at the bottom, but will not automaticallydmoaded to your new package.

If you choose to edit a previous document, clicktlo® pencil icon on the right next to the
corresponding documenBE SURE TO SAVE ANY EDITED DOCUMENTS TO YOUR
COMPUTER as IRBNet does not automatically save them.

To add documents, whether new or edited, chdd New Documentbrowse on your
computer, select the document(s), and diigenand therAttach Continue as needed.

Sign your package (see Section llI).

IMPORTANT: DO NOT forget to submit your follow-up package (12345-2, -3, etc.).

The board will not receive your follow-up materigisst by your uploading into this new
package within a projec¥.ou must click the Submit this Package button on the left menu,
select the appropriate board, and then cBakmitin order to the package to be received. If
your package’s status Work in Progressyou have not yet submitted it. It will change to
“Pending Review” once submitted and until the board takes an action

Note: ChooseAmendment/Modificatioif you are responding to the IRB, IBC, or IACUC’s
letter.
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