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How to Respond to IRB Requests 
 
Responding to IRB Requests  
 

 
1. View and respond to the IRB Requests in the 

Smartforms.  
 

 
For a New Study click on Edit Study: 
 
 
 
 
  
    
For an Amendment (AM) click on Edit Amendment and/or Edit 
Modified Study:  
 
 
 
 
 
 
 
For a Continuing Review (CR) click on Edit Continuing 
Review: 

 
 
 
 
 
 
 

The first section of the Smartform will appear. 
 

 
 

 
2. Click on the arrow so it points down. 

 
 
 

 
If there no IRB Requests for Section 1.1 you will see the message “There are no items to display”. 

 
3. Click on Next to view the next Section with an IRB request. 
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4. DO NOT click on “Click here to respond…” yet, instead:  

a. Make all the requested changes in the Smartform. 
b. Click Save after making changes to the Smartform. 
c. When the changes are complete (make sure to SAVE your changes), click - Click here to respond… A dialogue box 

will open. 
 

 
 
 
 
 
 
 
 
 
 

 
5. When the dialogue box opens: 

a. Use the pull down menu to indicate how you are responding. 
b. Write a response to the IRB in the Text box (e.g., Done, Complete). You do not need to repeat the response provided 

in the Smartform. 
c. Click OK 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  Your response will appear in a green text box.  
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10. Repeat steps 3-5 to respond to all IRB Requests. When you are done providing a response to all the IRB Requests, 

click “Exit” to return to the workspace to submit your response. 
 
 
 
 
11. PI, PI Proxy, FS:  

Click Submit Response to submit the revised application to the IRB for review. The 
activity “Submit Response” is not available to Study Staff. 
 
Study Staff: 
Use the Send Ready Notification to let the PI know 
that the response is ready to be submitted. An email 
will be sent to the PI, PI Proxies & FS that contains a 
link to the study workspace. Once in the workspace, 
the PI can click Submit Response to submit the 
revised application to the IRB for review. 
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