
Submitting a New Study

Step 1: From the homepage, locate Featured Study Operations and click Create a New Study.

Step 2: Enter the full protocol title and the abbreviated title. 

Step 3: Click on Save and Continue to Next Section.

The following workflow is intended to walk a user through submitting a New Study for review. Although this walks a user through an 
exempt study submission, the basics stay the same for all submissions.



Step 4: Ensure the department displayed is correct. If you see the message that is displayed below, please Add Department and select the 
appropriate department.

Step 5: Click on Save and Continue to Next Section

Step 6: Click on Click Here to Setup Study Personnel



Step 7: Enter the last name of your first study team member. 

Step 8: Click Find User/Search Directory

Step 9: You can check to ensure the users CITI training to complete before submitting the protocol.



Step 10: Select the User

Step 11: Assign the user a role and choose Yes or No to make them a study contact.

Step 12: Click Save



Step 13: Once you have added all study team personnel, click Close Setup of Study Personnel

Step 14: Click on Save and Continue to Next Section

Step 15: Answer the questions in Section 4.0.



Step 16:  Click on Save and Continue to Next Section.

Step 17: Answer the questions in section 5.0 regarding the IRB of record.

Step 18: Click on Save and Continue to Next Section.



Step 19: Answer the General Information questions in section 6.0 (formerly the OHR-1)

Step 20: In section 6.7, provide a brief description of your research and justification for requesting exemption. 

Step 21: In section 6.8, indicate whether you have received approval from the listed departments. 

Step 22: In section 6.9, answer the COI questions. 



Step 23: Click Save and Continue to Next Section

Step 24: In section 7.0, answer the questions regarding study activity locations.

Step 25: Click Save and Continue to Next Section



Step 26: In section 9.0, answer the questions regarding data collection and PHI Waiver requests (formerly OHR-3/4).

Step 27: Click Save and Continue to Next Section

Step 28: You have completed the application, but it has NOT been submitted to the IRB yet. 



Step 29: Click Save and Continue to Next Section

Step 30: A pop up will appear notifying you that you have completed the application. At this time, you will have the opportunity to attach 
additional documents. 

Step 31:Enter a lay summary of the research.



Step 32: Click Save and Continue to Next Section

Step 33: Attach additional documents. This may include consent forms, surveys, questionnaires, protocols, etc..

Step 34: Click Save and Continue to Next Section



Step 35: Review directions in step 4.0.

Step 36: Click Save and Continue to Next Section

Step 37: Click Signoff and Submit



Step 38: Ensure all appropriate personnel have been included in signoff. 

Step 39: Click on Save - Signoff Routing List

Step 40: Please verify the list above represents the finalized Personnel for review and signoff. Then, click Save - Start Signoff Routing.
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