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Read directions thoroughly and carefully.
Continuing Review 
1. Complete the Request for Continuing Review form
a. If you are requesting a continuing review for data analysis, you do not have to upload informed consent forms or flyers if you are done recruiting
2. Protocol -If there are any modifications made to the protocol you will need to upload two versions. Clean version and a tracked version.

3. Previous approved IRB documents with IRB stamp, i.e., consent documents, telephone scripts, flyers..etc. You will need to also upload a clean version of these items so it can be stamped with new expiration dates if the protocol gets approved. 

4. Now you are ready to upload on to IRBNet.

Protocol Modifications

1. Complete the Protocol Modification form

2. Attach materials. If you are modifying consent documents, telephone scripts, flyers..etc. upload two versions, clean and tracked. 

3. Now you are ready to upload on to IRBNet

Final Reports

1. Complete the Human Subjects Final Report form 

2. Now you are ready to upload on to IRBNet

Once you have filled out the forms, gathered your materials, you are ready to upload onto IRBNet, follow the directions below:

Creating a new package to submit:

· Continuing reviews
or
· Protocol Modifications
or
· Final reports
1. Log-on to IRBNet.org

2. Go to my projects and click on the protocol you wish to work on

3. Go to Project History on the left hand side of the menu 

4. Click on Create New Package and click on Work in progress (Not submitted)

5. Click on Add New document 

6. Upload appropriate documents (provide clean and tracked changes of document, such as consent form, flyers, protocol..etc)
7. Sign the package(menu located on the left hand side of the screen)

8. Send a project mail message to your department head to sign off on this submission.

9. Submit the package (menu located on the left hand side of the screen)
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