Attach a Revised IRB Application to Your Submission

Step 1:

Log in to iMedRIS. Once on your home page, click on the Submission Response icon (red arrow), then click
the Open icon (blue arrow) to open the PI Response Form.

Step 2:

On the PI Response Form, scroll down to section 1.3 Issues Requiring a Response. If item 1, circled
below, contains a recommendation, provide a response in the text box. If no recommendation is entered, type N/A in the
text box and then scroll down to item 2.
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Step 3:

Indicate that you accept this Proviso by clicking Yes, and in the text box explain how it will be addressed. In
the last text box under item 2, indicate if all the Provisos were addressed.
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Step 4:

If any changes were made to the IRB Application or supporting materials in addition to those requested in the
Provisos, identify them in the item 3 text box. If no additional changes were made, type N/A.

Step 5:

Scroll up to section 1.2 Revise and Attach Documents. Click on the Revise Submission button.
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A window will appear asking you to confirm. Click OK.

If a window appears titled

asking if you want to convert, click the X to close it.

Another window will appear like the one below. Click OK.

Step 6:

A new version of the Routing Form will open. Scroll down to section 1.2. To access the newest version of the
IRB Application, click on the Click here to create a revision to the attached application button.

4

The Attaching Project Application window will appear. Click on the Show Rev icon.

Click the Select button of the application version which contains the changes made in response to the IRB’s
Provisos. Then click the Save Attachment button.
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The Routing Form should now reflect that the correct version of the IRB Application is attached.

If the IRB Application version is correct, at the top of the page click
If no further changes are needed, click

Step 7:

The PI Response Form will reload. Section 1.2 Revise and Attach Documents should reflect that the
correct version of the IRB Application is attached.
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If the correct version is attached, at the top of the screen click

Step 8:

After the Submission Routing Signoff Sheet loads, scroll to the bottom of the screen.

Click Approve, enter your NetID and password, then on the far right bottom of the screen click
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