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BOWLING GREEN STATE UNIVERSITY

Office of Research Compliance

INSTRUCTIONS ON SUBMITTING A NEW PROTOCOL

1. After you have registered with IRBNet, log into IRBNet (http://www.irbnet.org). This will take you to
the “My Projects” page.
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My Projects
Your "My Projects” workspace shows projects that you have created and projects thet have been shared with you by other users

on the National Research Network. Use Reminders, Tags and Archiving to help organize your workspace and keep it running
thly. (Leamn More)
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2. Click on the “Create New Project” button located on the left-hand side of your screen. Complete the
required information. Click ‘Continue’.
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Project Information

Create a New Project

Ta create a new project, first provide the basie preject information below. Once your project is created you may attach project
documentation and share the project with other users.
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‘You may specify an internal account number, billing identifier or reference
number for this project.

Internal Number: | ]

Local Principal Investigator:
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3. You will now be on the “Designer” page. You can access this page at any time by clicking on the
“Designer” button on the left-hand side of your screen.

e |n Step #1:

e Select “Bowling Green State University Institutional Review Board, Bowling Green, OH”
from the “Select a Library” drop-down menu.

* Inthe “Select a Document” drop-down menu, you will find all of the IRB forms and other
helpful documents. You will save the document you wish to complete (i.e., “Forms — New

Protocol Application Form”) to your computer. This will ensure that you are using the most
current versions of the IRB forms.

My Projects

Create New Project

Project Overview

Designer

Share this Project

Sign this Package

Submit this Package

Delete this Package

O Meniant KA

Im Click to add & package description or notes.

Step 1: | Hide Form Libraries |
Download blank forms, document templates and reference materials to assist you in assembling your document package.

Select a Library:

| Bowling Green State University Institutional Review Board, Bowling Green, OH v |

Selecta Forms - New Protocol Application Form v
Document:




* |n Step #2:
e Upload your completed documents by clicking on “Add New Document”.
e Select a Document Type from the drop-down menu that corresponds with the document you
are uploading, and then click on the ‘Browse’ button to search for your document.

* Then click on the ‘Attach’ button.
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Attach Document

[435875-1] Test Project #2

You may attach documents to this package by clicking the "Browse...” button to locate a document and then by clicking "Attach”.
The “Document Type” and optional "Description” are informational fields to assist you in managing your attached documents.

Document Type * Protocol -
Description  [Protocel for John Smith 2124113 ]
File * [Cu ljamie\D: ts) tocol_revised.docx || Browse.. |

* required fialds

4. You will need to share the project with other members of your research team. Click on the “Share this
Project” button located on the left-hand side of your screen. Click on the blue “Share” link within the
text to grant access to this project.
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Share Project

[435875-1] Test Project #2

My Projects

Create New Project You may share this project with ittee Members, Administrators and Sponsors. You may also send a
complete copy of this proj Ste #2 another site if this is a multi-site project. You may also transfer
oy & this pigi C anot p

se this option if you wish to share your project with other Researchers, Committee Members, Administrators or
Brs at your own institution or any other institution. For example, you may wish to share this project with other

bers of your research team so that you may collaborate in the design and development of the project, or with a
selected Committee Member or Administrator to solicit feedback prior to submitting your project for review. You may
provide any individual with Full, Write or Read access.

Project Overview
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ign this Packagge” vy |

o Multi-site: Use this option only if your project is a multi-site project and you wish to send a complete and independent

. “ect to a Principal Investigator at another site. The local Principal Investigator will be able to obtain project
the lead site and may medify their copy of these documents (such as consent forms) to meet the

their local Board. You will be able to monitor the progress of this project at every local site. The other
vestigators will also be able to monitor the progress of this project at every local site (including your

IDeIete this Package
| Send Praject Mail

o Transfer: Transfer your ownership of this project to another user. In doing so you will relinquish all access to this project
and the designated user will be granted Full access.

Copyright @ 2002-2012 Research Dataware. All Rights Reserved.
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e Select “Bowling Green State University, Bowling Green, OH” from the organization box. Click
the “Select Organization” button. (Note: If the individual is not affiliated with Bowling Green
State University, select the organization under which they registered with IRBNet.)
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[435875-1] Test Project #2

You may share this project with other IRBMet users. Sharing a project consists of three steps:

1. Select an crganizaticn to display a list of IRENet users at that organizaticn. |
2. Specify the access that you wish to grant each user at that organization.
3. Save your changes.

Search for an Organization
Organization types to

' Ressarch Institutions  Boards = Sponsors [ Display |

Brain Compum i—
Ot Ol Selectan Drganization Erandeis University, Waltham, MA
| Forms and Templates | BridgeWater Education Consulting, LLC, Bridg VA
- Brigham and Women's Hospital, Boston, MA
Erighton Hospil _ .

Select Organization

* required fislds
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e Search for IRBNet registered users with whom you’d like to share this project (co-Pls, research
assistants, consultants, faculty advisor, etc.). Note: If the individuals you are seeking are not in
the list of registered users, please ask them to register with IRBNet.
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[435875-1] Test Project #2

Specify the access that you wish to grant to each user at Bowling Green State University. You should grant each user only
the minimum level of access necessary to perform their work on this project.

+ Signature Only (Read): Users whose only role is to sign off on project documentation should be granted "Read”
access. Users with Read access can view project doc tation, com icate with the project team and add their
signature. This would typically include advisors, department heads, and other individuals who are required to sign off on
the project documentation prior to submission but do not otherwise have a day-to-day role on the project.

Read: Users that are granted "Read" access can view project documentation, collaborate with other users and add their
signature, but may not edit project documents or perform any other administrative functions.

Write: Users that are granted "Write" access can view and edit project documents, collaborate with other users and add

- T | their signature, but may not grant access to other users, submit packages for review or perform any other administrative
(] ——— J functions. :
« Full: Users that are granted "Full" access can parform all functions without iction. This includes editing project

L documents, sharing the proje T — -
packages. Only Prgig wnars with day-to-day responsibility for the projects ale granted Full access. Users with
Full access yg#teive automatic email copies of all preject notifications and alerts Mg sent to the Project Owners.

kages for review and deleting decument

Search for a User:
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e Grant each user a level of access:

e Full: user may add/edit/delete project documents, share the project with other users,
and submit the project. Individuals with full access to a project will receive auto-
notification when an action has been taken regarding the project. It is recommended
that students give this level of access to their Advisor.

e Write: user may add/edit/delete project documents, but cannot share the project with
others or submit the project.

e Read: user may only view the project documents.



Search for a User: John Smith

Permission Access

Full Write Read @ No Access
Full Write Read @ No Access
Full Write Read @ No Access
Full (o inte (- Read @/ Mo Acceas Choose the IRBNet User you would
rl o Wime 1 Read @ ToAeess ) ike to share the project with and
Full Write Read @ No Access .
hania Fll O Wite © Read 6 NoAccece select their level of access. Once you
Ful O Wite © Read © NoAccess have done so, click “Save” down
Full Write Read @ No Access beIOW
Full Write Read @ No Access
Full Write Read @ No Access
Full Write Read @ No Access
Full Write Read @ No Access
Full Write Read @ No Access

14 Users found, displaying all Users.

stomatically notified that they have been granted access to this project. You may also specify additional
Jluded in this notification:

Your Comments

Copyright @ 2002-2012 Research Dataware. All Rights Reserved.
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e Selected users will be notified automatically via email that the project has been shared with
them. You may enter comments to be included in this email in the “Your Comments” section.
Click “Save”.

Sign the package. Pls (and Faculty Advisors, if the Pl is a student) must sign the project before it is
submitted.
e Click on the “Sign this Package” button located on the left-hand side of your screen. Select
your role, and click “Sign”.
e The lead researcher should sign as “Principal Investigator”. A designee may NOT sign
for the PI.
 If the Pl is a student, it is the student’s responsibility to contact their faculty advisor
when the project is ready for his/her signature. Studies will not be scheduled for review
if required signatures are missing.
* The faculty advisor should sign as the “Advisor”. A designee may NOT sign for an
Advisor.
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Sign Package
[435875-1] Test Project #2

| Research Compliance, as T | certify that to the best of my knowledge the information

i in this pach is and pl has been preg in iance with all applicat
requirements and is ready for submission. | further certify that this electronic si is intended to be the legally binding

equivalent of a traditional handwritten signature. ]

To sign on behalf of another person, switch to Designee Signature Mode.

This package has not been signed.

Copynght & 2002-2012 Research Dataware. All Rights Reserved.
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6. Once you have attached all of your necessary documents and signed your project, you should be ready
to submit your project. Click on the “Submit this Package” button located on the left-hand side of your
screen.

* Make sure that “Bowling Green State University Institutional Review Board” is highlighted in the
“Select a Board” box. If it is not, type the word “BOWLING” in the “Search for an Organization”
box, choose “Bowling Green State University Institutional Review Board” and click “Continue”.

[1011853-1] Test Project

Submission Manager
Agendas and Minutes
My Projects

Create New Project

IRBNet supports multiple models of review. Using the "Submit” feature, you may electronically submit this document
package to either a single Board, or to multiple Boards. Each Board you submit to will be notified of your submission and
given access to view your electronic documents. Each Board will also be permitted to electronically record their review
decision, which will be stored as a permanent part of your project record. You will be automatically notified when the
review decision is electronically recorded.

Please select a Board:

Search for an Organization | _ _

|#| Only show My Default Boards

Bowling Green State University Institutional Review Board -
Bowling Green State University Institutional Animal Care and Use Committee

Project Overview
Designer
Share this Project
Sign this Package
Submit this Package
Delete this Package
Send Project Mail
Project History

Select a Board *

Track Training (71 (29)
Forms and Templates
Library Manager * required fields




Notes:

¢ | & IRBNet: Submit Package - Windows Intemet Explorer
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¢ Inthe Submission Type drop-down menu, select “New Project” and click “Submit”.
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Welcome to IRBNet
Research Compliance

My Projects

Submit Package

[435875-1] Test Project #2

Create New Project

¥ My Reminders (2)

Project Administration
Project Overview

Designer

Share this Project

Sign this Package

Submit this Package

Delete this Package

Send Project Mail

Project History

7 Messages & Alerts

| | Other Tools

Forms and Templates

The following IRBNet users at Bowling Green State University Human Subjects Review Board will be automatically
notified of your submission:

Hagemyer, Kristin

Heineman, Ja

Submission Type: % | New Project

You may also specify additional comments to be inc™

Your Comments:

ﬁbmit ncel

N
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The “My Project” screen (can be found by clicking on the “My Projects” button located on the left-hand side

of your screen) will show you the list of studies to which you have access - those you have created and
those which have been shared with you at any level of access.

Studies which have not been submitted are labeled “Work in Progress” in the Status column.
Studies which have been submitted but not reviewed by the IRB are labeled “Pending Review”.
Clicking on the title of any project will take you to the “Project Overview” for the selected project.

If you need further assistance with this process please contact the Research Compliance office at 419-372-
7716 or orc@bgsu.edu.
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	Step #2
	Choose the IRBNet User you would like to share the project with and select their level of access. Once you have done so, click “Save” down below.
	- Studies which have been submitted but not reviewed by the IRB are labeled “Pending Review”.

