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The Office of Sponsored Projects and Research Administration is pleased to provide USI 
researchers with this manual to assist them in using our online protocol submission system, 
IRBNet.  Within this document, you will find step by step instructions and assistance with 
first-time registration, submission, modifications, and renewal. If you encounter any 
problems, or have questions regarding the protocol submission process, please contact the 
Office of Sponsored Projects and Research Administration. 
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Registering with IRBNet  

 
1. Navigate to http://www.irbnet.org 

 

 
 

 

 

2. Look for the login box, located in the upper right portion of the website.  

 

 

3. Click on New User Registration. 

 

 
 

 

 

 

 

 

 

http://www.irbnet.org/
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4. Fill in the information necessary to create your account. 

 
 

5. Click continue and accept the Terms of Use 

 

 

 

Always use your proper 
name, with standard 
capitalization, as this 
information is used 
throughout the system.    

Passwords must contain eight 

characters    
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6. Select University of Southern Indiana.  To do this, type University of Southern Indiana in 

the search for an organization space.  
 

 
 

 

7. Click continue and enter your contact information.  The e-mail address entered will be 

the one used to contact you regarding IRB decisions related to your future protocol(s) so 

make sure it is one you can check OFTEN. 
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8. Confirm that all information that you have entered is correct, and confirm that you are 

listed as a Researcher at the University of Southern Indiana. 

 

 
 

 

 

 

9. Finalize your registration by clicking Register when everything is complete. 

 

 

 

10. After completing your registration, you will receive an e-mail from IRBNet.  Use the 

provided link within this e-mail to finalize your registration.   
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Project Creation 

 
1. Navigate to www.irbnet.org and login using the username and password you created from 

the previous section.  If you have not created an account, please follow the necessary 

steps in the Registration section of this manual.  

 

 
 

 

 

 

 

2. On the left side of the page, select Create New Project, under “My Projects.” 

 

 
  

http://www.irbnet.org/
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3. The following screen will appear: 

 

 
 

4. Enter the title of the project and your name.  If the study is sponsored, please enter the 

funding agency’s name in the sponsor box.  The keywords box may be useful for you if 

you have several studies and need to find this study at a later time based upon a specific 

keyword.   

 

5. Click Continue and you will be taken to the Designer page and this screen. 
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6. All forms are located in the Library on IRBNet. To download all necessary forms, click 

on the “Forms and Templates” tab. 

 
 

 

7. You will be taken to this screen: 

 

 
 

All forms are located in the Library 

manager on IRBNet.   
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8. Download any files by clicking the paper icon next to the title, complete all necessary 

fields, and save to your computer to upload. 

 

9. Make sure you have completed all sections of the IRB Application Form and created all 

separate documents for possible recruitment materials, surveys, and informed consent 

forms.  

 

10. Once all necessary forms have been completed, click My Projects and select your 

current project. 

 
11. Navigate to the Designer page to upload application and all supporting documents. 
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12. Once you click, Add New Document, this screen will appear. 

 
 

13. In the Document Type drop-down box, select Application Form. 

  

14. Browse for the file on your computer and click Attach.  

 

15. Attach all supporting documents such as surveys, interview questions, CITI Training 

Completion Reports, site verification letters, etc. as separate documents and label them as 

such. Your completed designer page might look something like this: 
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16. Once all files have been uploaded, you may need to share your study with others.  

Student PIs (principal investigators) must share their project with a faculty advisor 

before submitting so they can add their signature. A PI might also share with other 

advisors or colleagues. To share your project with another person, they must be registered 

with IRBNet.  

 

17. Select the Share this Project tab located on the left side of the page. 
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18. The following screen will appear, select the first option Share. 

 
 

 

 

19. The following screen will appear, and you can search for the organization with which the 

person you would like to share the project with is affiliated (University of Southern  

Indiana).   
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20. Once the organization is selected, you will need to search for the specific user using the 

page below. (User must have their own IRBNet account in order to share with them). 

Please pay attention to the different sharing levels.  You may want an advisor or 

colleague to have a particular level of access. 

 

 
 

 

 

 

 

 

21. Once the user is found, you may grant appropriate level of access.  Within the comments 

box, you can enter any additional comments that will be included in the e-mail to the 

specified IRBNet user which notifies them of their new access to your protocol. Then  

click Save.    
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22. Click the  Sign this Package tab on the left side of the page.  Remember, student PI’s 

must have a faculty advisor sign the package before they can submit the package for 

review.  

 

 
 

 

23. Select your role in the project.  If you are the principal investigator, select this option 

from the drop down box.  

 

 

 

24. Once you click Sign, you will receive a notification from IRBNet that you have signed 

the package.  Anyone else that you selected to share the project with will receive an e-

mail notifying them of your signature too.  Similarly, when your advisor signs the 

package, you will receive an email notification.   

 

25. A package cannot be submitted until everyone has signed the package.  If you have a 

faculty sponsor, the sponsor must sign the package before you submit the package 

to the IRB for review.  
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26. Unless all signatures are handled at once, you will likely need to access IRBNet at 

another time once you receive notification that everyone has signed the package.  Sign 

back into your IRBNet account.   

 

27. You can select your project from the list after signing in. 

 

28. Under Project Administration select Submit this Package. 

 

 
 

29. The page below will appear.  Make sure to select University of Southern Indiana IRB, 

Evansville, IN and click Continue. 
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30. Select New Project, from the dropdown box.  Feel free to add any comments and click 

Submit.  

 

 
 

 

 

31. This will lock your project and the Office of Sponsored Projects and Research 

Administration will be notified of your submission so the review process can begin.  You 

will receive a time stamp for the submission.  

 

 
 

 

 

 

 

32. If you have forgotten to add a necessary document or need to make a quick change to a 

recently submitted project package, please contact our office at rcr@usi.edu or (812) 465-

7000.  

 

 

 

 

mailto:rcr@usi.edu
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Making Requested Revisions 

Minor modifications may be necessary after the Institutional Review Board has reviewed your 

initial protocol submission.  This section of the user manual will guide principal investigators in 

the steps necessary to submit minor modifications.  You will receive an e-mail indicating that 

your project has been unlocked if modifications are required.   

 

1. Login to www.irbnet.org with your username and password then click on the My 

Projects button on the left side of the screen.  Select the project you wish to modify.  

 

 
 

2. If revisions are needed you will see the “Unlocked-Revisions Pending” in red. Click on 

“Review Details” in blue to see what revisions are requested. 

 

http://www.irbnet.org/
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3. To view requested changes, click on the most recent letter from the USI Institutional 

Review Board. 

 
 

 

4. This will bring up a .pdf file of the requested modifications which you can save for your 

files. Go back to the “Unlocked-Revisions Pending” page to make all necessary changes. 

When you make changes to a document that is already uploaded, make modifications 

directly to that document and highlight all changes. 

 

5. Once the changes are made, click on Mark Revisions Complete to resubmit the revised 

study. Keep in mind that your project will be locked and you will be unable to make any 

further changes after Mark Revisions Complete is clicked. 
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6. If all items from the initial review are correct, your application will then be sent to a 

reviewer. Keep in mind that reviewers have up to seven business days to complete their 

review and might comment with additional revisions. In that case, return to step 1 to 

modify your application again. Allow yourself at least 3 weeks to get approval prior to 

project start date. 

 

7. Upon completion of review you will either get a ‘Modifications Required’ letter or an 

‘Approval’ letter. You will receive a notification email and can view the letter upon 

clicking Review Details on the Designer page. 
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8. This will take you to the page where you can view letters from the Institutional Review 

Board. If you see a Modifications Required letter, click the paper icon next to it and go 

back to step 4 in this section of the guidelines book. Your application will be unlocked to 

allow you to make changes. 

 
 

9. If you see an Approval Letter click the paper icon next to it to open your letter and save 

it for your files. Once your project has been approved it will be locked so you can no 

longer make changes to it. 
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Modifying an Approved Study (Form C) 

 

1. Login to www.irbnet.org using your username and password. 

 

2. Select My Projects on the left side of the screen. 

 

 
 

 

 

3. Select the project you wish to modify. 

 
 

 

 

0 

http://www.irbnet.org/
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4. You will be taken to this screen, click on the Project History tab. 

 

 
 

 

5. Click Create New Package at the bottom of the page. 

 
 

 

6. Work in Progress (Not Submitted) will appear, click this to be taken to the Designer 

page. 
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7. From the drop list, you will select Application Form C. Download this form, fill out all 

necessary fields and click Add New Document.  

 
 

8. From the drop-down Document Type box, select Amendment/Modification. Click 

Browse to find the document you wish to upload. 

 



U S I  I R B N E T  U S E R  M A N U A L  

 23 

9. Name the document and finish by clicking Attach. This will take you back to the 

Designer page where you can add more supporting documents if necessary. 

 

 
 

 

 

 

 

10. When all necessary documents have been uploaded, click Sign this Package on the left 

hand side of the screen.  
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11. At the Sign Package screen, indicate your project role and click Sign. 

 

 

 
 

 

 

 

 

 

 

 

12. Once signed, click Submit this Package on the left hand side of the screen. 
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13. Make sure USI Institutional Review Board is selected and click Continue. 

 

 
 

 

 

 

14. Select Amendment/Modification from the drop-down box and click Submit. 
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What is Continuing Review? 

Regulations state that the IRB must conduct Continuing Review of an approved Expedited and 

Full Board Review study at intervals appropriate to the degree of risk, but not less than once per 

year. 

The purpose of this process is to review an entire study and determine that the anticipated risks 

and benefits are reflected in the actual experience of subjects and that the safeguards in place at 

the time of original approval are, in fact, adequate to ensure the safety of subjects. 

How the Process Works: 

1.  An email notice is sent from IRBNet to the principal investigator, co-investigators, 

coordinators and faculty sponsors prior to the annual review date. 

2.  The continuing review form can be found in IRBNet under forms and templates. 

3.  The continuing review form must be completed and uploaded in IRBNet (see 

instructions on how to do this in IRBNet User Manual) before the expiration date for 

processing and review.  

4. The continuing review form can be used to provide updates on a project, renew a 

project, or close a project. 

It is the principal investigator's responsibility to complete the continuing review form in a timely 

manner or the study may be inactivated by the IRB Board. 

Projects involving high risk may require more frequent review. The IRB may require frequent 

review or reports on a specific number of cases.  IRB expiration dates and/or project update dates 

will be announced at the time of project approval. 
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Renewing an Approved Study or Submitting a Progress Report (Continuing Review Form) 

 

1. Upon approval, your project will expire on the date given by the IRB. You will receive an 

automatically generated email reminder from IRBNet when this date is approaching to 

allow you time to renew your project if necessary. 

 

2. Login to www.irbnet.org using your username and password. 

 

3. Select My Projects on the left side of the screen. 

 

 

 
 

4. Select the project you wish to renew. 

 
 

 

http://www.irbnet.org/
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5. You will be taken to this screen, click on the Project History tab. 

 

 
 

 

6. Click Create New Package at the bottom of the page. 

 
 

 

 

7. Work in Progress (Not Submitted) will appear, click this to be taken to the Designer 

page. 
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8. From the drop-down box, select Continuing Review Form, download this, fill out all 

necessary fields, and click Add New Document. 

 
 

9. From the drop-down Document Type box, select Continuing Review/Progress Report. 

Click Browse to find the document you wish to upload. 
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10. Name the document and finish by clicking Attach. This will take you back to the 

Designer page where you can add more supporting documents if necessary. 

 

 
 

 

 

 

11. When all necessary documents have been uploaded, click Sign this Package on the left 

hand side of the screen.  
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12. At the Sign Package Screen, indicate your project role and click Sign. 

 

 

 
 

 

 

 

 

 

 

 

13. Once signed, click Submit this Package on the left hand side of the screen. 
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14. Make sure USI Institutional Review Board is selected and click Continue. 

 

 
 

 

 

 

 

 

15. Select Continuing Review/Progress Report from the drop-down box and click Submit. 
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Closing an Approved Study/Final Review (Continuing Review Form)  

1. When all data is collected and has been disseminated, you will need to submit a Final 

Report. 

 

2. Login to www.irbnet.org using your username and password. 

 

3. Select My Projects on the left side of the screen. 

 

 

 
 

4. Select the project you wish to renew. 

 
 

 

 

 

http://www.irbnet.org/
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5. You will be taken to this screen, click on the Project History tab. 

 

 
 

 

6. Click Create New Package at the bottom of the page. 

 
 

 

 

7. Work in Progress (Not Submitted) will appear, click this to be taken to the Designer 

page. 
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8. From the drop-down box, select Continuing Review Form, download this, fill out all 

necessary fields, and click Add New Document. 

 
 

9. From the drop-down Document Type box, select Closure/Final Report. Click Browse to 

find the document you wish to upload. 
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10. Name the document and finish by clicking Attach. This will take you back to the 

Designer page where you can add more supporting documents if necessary. 

 

 
 

 

 

11. When all necessary documents have been uploaded, click Sign this Package on the left 

hand side of the screen.  
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12. At the Sign Package screen, indicate your project role and click Sign. 

 

 

 
 

 

 

 

13. Once signed, click Submit this Package on the left hand side of the screen. 
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14. Make sure USI Institutional Review Board is selected and click Continue. 

 

 
 

 

 

 

15. Select Continuing Review/Progress Report from the drop-down box and click Submit. 

 

 


