
How to Submit a New UIW IRB Application 

 

Step                 Log In    

 

                                                                                                          

 

New Users: 

�x Click on “New User”  
�x Fill in the applicable information (you can skip fields that aren’t 

relevant to you), and agree to Terms and Conditions 
�x 



 

Step               Create Project 

 

                                                                                                          

 

 

 

Enter a Project Title for your application. Click the green “Create”  button to 

continue 

 

 

 

 

 

 

 
 

 

From the Work Area page, click on the “Create Project”  tile 

found under Actions on the left side of the page.  

 



 
 

Step               Complete the Application Form and Research 

                      Protocol                      

 

�x Click on the “Principal I nvestigator”  link to access the first page of the 
Application Form                                                                                                     

 

 

 

 

 

 

 



 

 

�x Click the “Next” and “Previous”  arrow tiles to move forward and 
background between question and sections. 
 

�x At any time, you can click “Navigate”  tile to return to the IRB Application 
overview page. 
 

�x Click “Print”  to save and/or print the application form as a PDF, if needed. 
 

�x Click the “Save”  



 

 

Step            - Upload Supporting Documents 

                     

                                                                                                          

 

 

�x Upload Recruitment Materials , Consent Documents , Instruments f or 
Data Collection  and Other Documents to the Supporting Documents 
section. 
 

�x When uploading documents  for the first time, enter 1 as the Version number 
and the date of submission as the Version date. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 Step                   Collect Signatures 

 

                              
                                                                             

 

 
�x Student applicants:  Enter your Faculty Supervisor’s email address to request 

his or her signature. If your Faculty Supervisor has never used they system 
before, he/she will have to create a New User account before you can send 
them a signature request. You might want to enter a message to inform 
them that you are requesting their signature for your IRB application – a little 
communication goes a long way! 

  

�x Do not sign the application or request your Faculty Supervisor’s 
signature until it is complete.  After the applic



 

What Happens Next? 

�x You will receive a confirmation email:  
 
 

 

 

 
 

�x Your application will be checked for completion. If additional information or 
documentation is needed, you will receive an email alert requesting 
additional information to complete the application:   





�x When your ato 


