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In this workshop you will learn to…

• Sign-on to the system
• Create a study
• Upload your protocol
• Track the process of your submission, and 

communicate with IRB members.



1. Sign on to the system







2. Create a new study









3. Download and complete forms

















Special Note about “Study Team Members”
If your co-investigator is SUNY Potsdam faculty/staff, you will be able to 
select their name from a drop-down menu.

If your co-investigator is NOT SUNY Potsdam faculty/staff, you will need to 
download the “External Team Member Information Form” from our website, 
and upload it to your submission

If you have student-researchers you must include their names in the “Study 
Team Members” section of the online application. Please note that students 
cannot make online submissions, only PIs are able to submit a protocol for 
review. However, students need to be registered as users in order for the PIs 
to be able to list their names in the application. 
Before PIs can add students’ names, each student must open an account. In 
the online portal, each student must click on “Don’t have a SUNY PACs 
account” link, and follow instructions to open an account. Once students have 
registered and have an account, the PI will be able to add them as “student-
researcher” in the online application.



























4. Submit your study



5. Tracking your submission and communicating with IRB members



What are the next steps?
• You will receive an email notification with either a “pre-review 

clarification request” or the study will be moved to “pre-review”



What are the next steps?
• You will receive an email notification with either a “pre-review 

clarification request” or the study will be moved to “pre-review”
• If clarifications have been requested, follow the link and use 

“submit response” to respond to requested clarifications





What are the next steps?
• You will receive an email notification with either a “pre-review clarification 

request” or the study will be moved to “pre-review”
(If clarifications have been requested, follow the link and use “submit 
response” to respond to requested clarifications)

• After submitting initial clarifications the study moves to “IRB review”. When 
you log in, your inbox should look something like this:



What are the next steps?
• You will receive an email notification with either a “pre-review 

clarification request” or the study will be moved to “pre-review”
• After submitting initial clarifications the study moves to “IRB 

review”. 
• You will receive another email with clarifications requested by a 

reviewer. 
• To submit requested clarifications, use “submit response” button in 

your inbox





What are the next steps?
• You will receive an email notification with either a “pre-review 

clarification request” or the study will be moved to “pre-review”
• After submitting initial clarifications the study moves to “IRB 

review”. 
• You will receive another email with clarifications requested by a 

reviewer. 
• To submit requested clarifications, use “submit response” button in 

your inbox
• After your all requested clarifications/modifications have been 

submitted, the study will be moved to “post-review”
• During the “post-review”, the study is revised again by IRB Chair to 

ensure that all requested changes have been made and that all 
necessary supporting documentation has been provided

• Study is approved!


