IRBNet Guide

Instructions for Online Submission of Research
Protocols to the Institutional Review Board

www.irbnet.org

For any questions or concerns regarding your submission, visit CSULB |IRB or contact
us at IRB@csulb.edu, (562) 985-8147
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Section 1: New User Registration

Step-by-step videos and pdf slide presentations are available at IRBNet Resources.

Registering as a New User

1.

Go to www.irbnet.org and click the “New User Registration” on the top-right.

\Y/

—— . Py AT LA : Lsername Pazsword
WCE Compliance and Research Management

‘ Hew User Regisiration

u"::'.:! Tour Passeond

Home The IRENet Difference Demo Contact Us FAQ

Provide your first name, last name, CSULB email, phone number, research

institution, username, and password.

Ensure your research institution or organization is California State University,
Long Beach. Select the drop-down menu, then type “California State University,

Long Beach. Click “Continue.”

First Name: |

Last Name: |

Verify Email Address: |

J
]
Email Address: | ]
J
|

Phone Number: |
Your Research Institution or I"-Caliiomia State University, Long Beach, Long Beach, CA ~
Organization:

If you do not see your organization listed you may add a new
erganization.

Choose a Username and Password for your new account. You can use this Usemame and Password 1o access
all IRENet services

Username: | |

Password: | | @

Verify Password: | ]
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4. Click “Accept” for the Individual User Terms of Use.

1. Acceptance of Terms.

This Agreement governs your participation as an individual user of IRBMet. IRBMet is a service provided
by Research Dataware, LLC and bath the company and service name are usad interchangeably in this
Agreement. In addition, when using particular IRENet owned or operated services, you shall be subject
to any posted guidelines or rules applicable to such services which may be posted from time to time. All
such guidelines or rules are hereby incorporated by reference into this Agreement. IRENet may also offer
other services that are governed by different Terms of Use

If this Agreement or any future changes are unacceptable to you, your sole remedy is to terminate your
use of the Service. If you do not accept and abide by this Agreement, you may not use the services
offered by IREMet. By accessing or using the Service, you confirm your acceptance of, and agree to be
bound by, this Agreement and any future changes 1o this Agreement. You agre 1o use the Service only
in accordance with this Agreement. Nothing in this Agreement shall be deemed to confer any third party
rights or benefits.

2. Madification of Terms.
Although we may attempt to notify you via your submitted e-mail address when major changes to the
Agreemaent are made, you should visit this page perodically to review these terms. [RENet may, in its
sole discretion, modify or revise these terms and conditions and policies at any time without notice to
you, and you agree to be bound by such modifications or revisions.

3. Description of Service.

5. Provide a non-CSULB recovery email. Click “Verify Now.”

Recovery Email * || |

Recovery Phone | |

* required fields

6. A verification email will be sent to your recovery email. Provide the verification code.
Click “Continue.”

7. A registration email will be sent to your primary email, and you will need to
click on the activation link provided in the email. Once activation is complete,
you will have access to IRBNet.
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Section 2: New Project Submission

Step-by-step videos and pdf slide presentations are available at IRBNet Resources.

Creating a New Project

1. Log-in to IRBNet (If you are a first-time user, refer to section 1).

2. On the left side, click “Create New Project.” Fill in the relevant information, then
click “Continue.” For new project title, capitalize the first word and subsequent
nouns. Fields with a red asterisk are required.

My Projects

Yiowar "My Prujms'wurkspa:a shows projects thal you have crealed and projects that have been shared with you by ather
usars. Usa Reminders, Tags and Archiving to help organize your workspaca and keep it running smooathly. (Leam Mare)

Search: | Search By Tag: | v

{ 0-00f0 b k) [10v]

| Creale and Manage Tags | Show Archived Propects (8 | | Project Stabes View |

There are no projects to display

L 40-0000 ) p)mw]

3. The “Designer” page will appear. Use the drop-down menu to find the IRB
application and templates for the faculty advisor (FA) letter, informed consent,
permission letter, and recruitment flyer. Click “Download.”

' Designer
[2076650] Test

Package: w 2076650-1 Work in progress (Not submitted)
i) Click to add & package descriplion or notes

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

Selecta

Selects  [Calfma State Uriversi, Long Beach insttonsl Review Board, Long Beach. CA |

Select a ANNUAL APPLICATION - Annual Check-in Form (Expedited Review) [formattable] v
Document:

Step 2:

Assemble your document package here. You can add new project documents, revise existing project documeants while
maintaining version history, and link your project team’s Training & Credentials to your package. | Leam mare |
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Adding Application and Supporting Documents

1. Click “Attach New Document” to upload IRB application, project materials (e.g., FA
letter, informed consent, etc), and training documents (i.e., CITI training).

Step 2

Assemble your document package here. You can add new project decuments, revise existing project documents while
maintaining varsion history, and link your project team's Training & Credentials to your package. | Leamn mare |
Documents in this Package:

There are no documents in his packace.

There are no Training & Credentials records linked to this package. | LinkJ Un-Link Traning Records |

2. Once your application or supporting documents have been uploaded, provide the
“Document type” using the drop-down menu.

Documents in this Package:

¥ (plemsenglect) _iR{!WhMullMlnﬁmﬂmJ{taj PR & & X
- Conflict of Irterest - Managament Flan 3 5 . .
The Cenflict of interest - Other inked to this package. | Link/ Un-Link Training Records |
Consent Form
Consent Waier
Continuing RevievsProgress Report [ N Atan shoid | e ke 4

3. Edit or delete the document using the tools to the right. Refer to Appendix A: Icon
Key for description of tools.

Documints in this Package:

w Connuiry FeviesProgress Feper IRE jon for Anneal Check In pivd) DEOK202I
mw flormatiable) (%) SN 1y x

There are no Training & Credentials records linked to this package, | Link/Un-Lick Traming Reconds
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Sharing Your Package with Faculty Advisor/Mentor or with Other Researcher

1. On the left side and under “Project Administration,” click “Share this Project.”
Then click “Share” shortly to its right. The FA/Mentor is not required to sign shared
package.

Share Project

[20T6650.1] Test

Submisslon Manajer You may sharg this project with athar Researchers, Commities Mambars. Administrators and Sponsors. You may also send
Agendas and Minutes a complate copy of this project 1o a Principal Investigator at another site if this is a multi-site project You may also transfer
My Projects ownarship of this project to anathar individual

R 1 thi g if wgh to sh jirct with other B hers, © b A Admini
?wn mir " s (30 s = Share: Use this oplion if you wigh o share your project with olher Resgarchers, Committes Members, Administrators

of Sponsars o your oen inskilution or any other inskitulion. For exampls, you may wish to share this pru:;a-m with
other members of your research team so that you may collaborate in the design and developmaent of the project, or
with a selecied Committes Mamber or Administrator 1o solicit feedback prior bo submitting your project for raview. ou
may provide any individual with Full, Write or Read access

Multi-site: Use this oplion only if your praject is a multi-afte project and you wish to send a complite and
independent copy of this project 10 a Principal Investigator ot another site. The local Principal nvestigator will be able
1o oblain project documents from the lead site and may modify their copy of these documents (such as consent
forms) to meet the requirements of their local Board. You will be able 1o monitor the progress of this project at avery
kacal site. The ather local Principal Invgsﬂiga'lurs will also b able o manitar the prograss af this project at every local
site (inchuding your awn)

Transfer: Transfer your ownership of this praject to another user. In doing S0 you will relinguish all access to this
project and the designated user will be graned Full access

2. Select “California State University, Long Beach” in the “Select an Organization”
box. Click “Select Organization.”

Search for an Organi “| || Z

Organization types to
display

Research Institutions || Boards [ | Sponsors| D isplay

California Intercontinental University, Diamond Bar, CA -
California Northstate University College of Medicine, Elk Grove, CA
California Pacific Madical Center, San Francisco, CA
4 | California State University Bakersfield, Bakersfield, CA
California State University East Bay, Hayward, CA
California State University Hayward, Hayward, CA
California State University, Fullerton, Fullerton, CA
California State University, Long Beach, Long Beach, CA

Select Organization

Select an Organization

* required fields

3. Search for your FA/Mentor or (Other Researcher) in the search bar, click “Search.”

Search for a User- |!
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4. Once you find your FA/Mentor, you must give them “Full” access. Selected users
will be notified automatically via email that a project has been shared with
them.

Once you find the Other Researcher, you can give them the level of access
appropriate to the research.

Access Levels

Read — only view submission documents primarily for other researchers assisting.
Write — view and edit submission documents for other research collaborators.
Full — view, edit and share submission documents for FA/Mentors & some Co-Pls.

Ryan, Tim ® Full O write O Read ) NoAccess

5. Scroll down to the bottom and click “Save.”

I4 4 21-300f30

Each user will be automatically notified that they have been granted access to this project You may also specify
additional comments to be included in this notification

Your Comments

[ Save ][ cancel |
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Signing Your Package

Faculty Advisors/Mentors are not required to sign packages. All Pls are required to sign
packages including student PlIs.

1. Login to IRBNet.

2. Select the package, identified by the title and/or IRB package number. Click “Sign
this Package.”

NOTE: Projects can also be found under “Messages & Alerts,” which is on the left
side.

Submission Manager
|Agendas and Minutes
My Projects

| Create Mew Project
wwf -".. I .-,{%

Project Ovarview

| Designer

| Share this Project

| Sign this

| Submit this Package
Dealete this Package

| Send Project Mail

.Pm‘iﬂ His'mi

3. Use the drop-down menu to select your affiliation with your project. Click “Sign.”
Enter your IRBNet login information to sign your package.

Sign Package

[2076650-1] Test

r E8 w | cenify that 1o the best of my knowledge the information contained in this
package is accurs” : = wared in accordance with all applicable institutional requirements and is
ready for Submiss . e Baviawer tronic signature is intended to be the legally binding equivalent of a
traditional handwr :

Advisor

Aszsociate Investigator e

Auditar

Author
To sign on behalf. Co-Investigator signee Signature Mode.

" Department Head
Departmeant Reprezentativa
Institutional Official
Muonitar
Other Signatory

Principal Investigator

Research Coordinator

peckage has not been signed

Version 07/15/2024 Page 9 of 18

Prepared by Trong Pham



Submitting a Package

When application, training documents, and required signatures are uploaded and
completed, you must submit your package.

STUDENTS: DO NOT submit your package until you are certain you have uploaded all
documents.

1. Click “My Projects,” then select the research project you wish to submit. Click
“Submit this Package.”

' Submission Manager
|Agendas and Minutes
| My Projects

| Create New Project

| Project Owverview
{Designer

[Share this Project

| Sign this Package
Submit this Package
| Delete this Package
|Send Project Mall

|Project History

1t Messagas & Alerts.

2. Select California State University, Long Beach.” Click “Continue.”

Search for an Organization || || Search || Clear |

Only show My Default Boards

California State University, Long Beach IACUC, Long Beach, CA
California State University, Long Beach Institutional Review Board, Long Beach, CA

Select a Board *

Continue | | Cancel

* required fields
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3. Select the “Submission Type.” For new research project, select “New Project.”
For updates or continuation of previously approved research project, see Section 3.

The following users at California State University, Long Beach Institutional Review Board will be automatically
netified of your submission:

Al Hinn, Yara
Ireland, Connie
Pham, Trong
Ratanasiripong, Paul
Ryan, Tim

Wang, Jason

Submission Type * | New Project W

You may also specify additional comments to be included in this notification.

Your Comments:

Submit | | Cancel

4. Click “Submit.”

STUDENTS: DO NOT submit your package until you are certain you have uploaded all
documents. Projects are locked upon submission. If you need access to this package
after submission, please contact IRB Administrative Support at IRB@csulb.edu.
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Section 3: Subsequent Packages: Submitting

Amendments, Continuing Review/Annual Check-In,

and SAE & SUP Reporting Form

Step-by-step videos and pdf slide presentations are available at IRBNet Resources.

Creating a Subsequent Package

1. Click "My Projects™ and click on the title of the research project to extend/modify.

2. Click “Project History” on the left side.

3. Click “Create a New Package” in the middle of the page.

4. This will create a new package number using the same IRB number. For example:

Original project is 123456-1, and new project will become 123456-2.

Adding/Updating Documents to Your Package

1. Click on the new package to access the “Designer” page.

2. Upload any new supporting documents by clicking “Attach New Document.”

NOTE: Refer to Section 2 “Adding Application and Supporting Documents.” Refer to

Appendix A: Icon Key for description of tools.

Step 1: Hidé Form Libraries
Download blank forms, decument templates and reference materials to assist you in assembling your document package
S(‘|E‘El a s .........._........_...T.I..-.._...I.. e e ...........:.._....... e s i e

Libeary: | California State University, Long Beach Institutional Review Board. Long Beach, CA v

Select a | ANNUAL APPLICATION - Annual Check-in Form (Expedited Review) [formattable] v

Document:

Step 2:
Assemble your document package here. You can add new project documents, revise existing project documents while
maintaining version history, and link your preject team’s Training & Credentials to your package. | Leam more |

Documents in this Package:

Document Type « Description Last

Madified
w Confinuing Review/Frogress Report IRB Application for Annual Check In (formattable) (v.3) 083072023 |
(1) doex 0638 PM dh & x

There are no Training & Credentials records linked to this package. | Link / Un-Link Training Records

| Mn 'd.\_ mm,q m | (When should | do this?)
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3. At the bottom of the page, include all unchanged supporting documents from the
previous package in the subsequent package.

NOTE: Click the image of a piece of paper to download and edit a previous document.

iDocumemwm « Description m"”‘
| = Continuing ReviewiProgress Report IRE ication for Annual Check In (formatiable) (v3)  06/30/2023 !
m:&ﬂ : R Jdh e x

4. Click the image of a pencil to replace a previously submitted document with a new
document.

Document Type « Description Ll:ﬁlﬂad
B dnﬁ.ﬂﬂiﬁ.ﬁﬁé"ﬂ‘-‘fﬁﬁms.ﬁtﬁﬁ IRE ication for Annual Check In (formatiable) (v3)  06EW2023 1
“]uw [ :“: :I 05:38 PMA - % ‘9 X

5. Select the “Document Type” of the new document.
6. Click “Choose File” to upload the new document.

7. Click “Update” to submit the new document.

Document Type # | Continuing Review/Progress Report v |

Description | |
File * | Choose File | No file chosen |

(Update | | Cancel |

* raquired fields

Sharing, Signing, and Submitting Your Package

STUDENTS: Share your package with your FA/Mentor and ensure you, as the PI, sign
the package. For instructions on how to submit, share, and sign your package, refer to
page 7, 9, and 11, respectively.

STUDENTS: DO NOT submit your package until you are certain you have uploaded all
documents. Projects are locked upon submission. If you need access to this package,
please contact IRB Office at IRB@csulb.edu.
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Updating Project Title and PI’s Name
1. Login to IRBNet. Click on “My Projects”.

Welcome to IRBNet
Trong Pham

Agendas and Minutes
My Projects

Create New Project
% My Reminders (274)

2. Click on your project title.

2076630-2 Test 1 Test Work in progress
9 (Mot submitted)

3. The “Project Overview” page will appear. Click on “Update”.

Update |
You have Full access to this project.

Research Institution California State University, Long Beach, Long Beach, CA
Title Test 1
Principal Investigator Test, Test

4. The “Project Information” page will appear. Update your project title under “Title”.

Research Institution: * |C.alifomia State University, Long Beach, Long Beach, CA ]
Test 2

Title: *

First Name:* [Test

|
Last Name:* [Test | Degree(si: [ |

Local Principal Investigator:

Keywords: | |
Sponsor: | |
Internal Reference Number: |
[_Save | [ Cancel |

* required fields

5. Click “Save”.

NOTE: Project title can only be edited in a package that is unlocked or has not yet
been submitted. To unlock your package, please submit a request to
IRB@csulb.edu.The project title change will be reflected in subsequent packages.
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Section 4: Accessing Your Package

Responding to

Modifications Required Letter

If the submission needs modifications as suggested by the reviewer, the Pl will receive

a “Modifications

Required Letter” by email.

1. Login to IRBNet. Click “My Projects,” and select your package.

Welcome to IRBNet
Trong Pham

Submission Manager

Agendas and Minutes

My Projacts

Create Naw Project

¥ My Reminders (127)

2. The “Project Overview” page will appear. Click the “Modifications Required

Letter” docu

ment. Review the letter and prepare the requested documents.

3. Click “Designer” to upload the requested documents.

Project Administration
Projact Overview

| Designear

Share this Project

Sign this Package

Submit this Package

Dedete this Package

Send Project Mail

Project History

i Messages & Alerts

4. For uploading requested documents, click “Attach New Document”. For editing
documents, click on the image of a pencil.

{¥vhen shoukd 1 do this?

Documents from Previous Packages that you can Revise: (When should | do this?)
e Document Type Description Mmtm M“"' stion
1 Continuing Review/Progress Regor IRE Application for Armual Check In 0arH2023 Dar2an2023 1 @ ‘? (
(Tormattabbe) (v.3) (1)docx 06:38 PM |
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5. When the requested documents are uploaded, click “Sign this Package” and

“Submit this Package”.

Project Administration

Froject Overview

Designer

Share this Project

Sign this Package

Submit this Package

Dielete this Package

Send Project Mail

Reviews

Project History

7 Messages & Alers

Responding to Administrative Review Letter

If the submission needs minor changes as suggested by the reviewer, the Pl will receive
an administrative review letter labeled as “[Package #] AR” on their package. The PI will
be notified through email that their package is unlocked, so they may upload any
revised documents or upload missing documents. Once the Pl has finalized their
submission, they will lock the package for IRB review.

1. Login to IRBNet. In “My Projects,” select the package that has been unlocked,

identified by an icon of a red opened lock.

2. The “Project Overview” page will appear. Click “Review Details.”

3. Click the “[Package #] AR” document. Review the document.

4. Click “Designer” to upload any revised and requested documents.

Project Administration

Project Overview

| Designer

Share this Project

Sign this Package

Submit this Package

Delate this Package

Send Project Mail

Project History

i - Messages & Alerts
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5. For uploading requested documents, click “Attach New Document”. For removing
previous documents, click on the red X. For editing documents, click on the image of
a pencil.

Documents in this Package:

[Do-cumnnt‘fype ~ Description annm
[w Continuing Review/Progress Repor IRB Application for Annual Check In (formattable) (v3) 08302023
| = At 06:38 PM e x

{1).docx

There are no Training & Credentials records linked to this package. [ Link/Un-Link Training Records

== Pl cpmnante|  (When should | do this?)

6. When you have finalized your submission, please lock the package by clicking
“Mark Revisions Complete.”

| Mark Revisions Complete [hen should | do this®)
Package: w 2076630-1 MNew Progect & Unlocked - Revisions Pending | View History
3 Click 1o sokd 8 packaps d8scription of Aoles

Get stamped documents, approval letters and other board documents, and track reviews for this package: Review details

Retrieving Approval Letter

Upon IRB approval, the Pl will receive an “Approval Letter” attached to the package.

1. Login to IRBNet. The “Board Action” for the project will now state “Approved.”
2. Click the title of the project to access the “Project Overview.”
3. Click “Reviews” on the left side.

4. Under “Board Documents” there will be an “Approval Letter.” Feel free to download
the letter for your own records.

Version 07/15/2024 Page 17 of 18
Prepared by Trong Pham



Appendix A: Icon Key

lcon Description

Download and view this document.

Document revision history.

Delete this document.

S Update/Edit this document.
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