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As an ISSO or PO, you should know how to 
log into IRBNet and then:

• Manage your Submission Manager 
workspaces

• Review project submission details and 
documents

• Communicate with committee 
administrators and members

• Add comments and reviewer documents 
to a submission

• Manage your review work queue
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IRBNet provides the research community with an unmatched set of secure, web-based collaboration tools to 

support the design, management, review and oversight of research involving human subjects, animal models, 

recombinant DNA, and more.
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Log into IRBNet at: gov.irbnet.org
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✓ Access reviewer 
templates, checklists,  
and committee 
guidance documents 
here.

✓ Agenda documents 
and Minutes can be 
found here.

✓Advanced search tools allow 
you to search within agenda 
dates by keywords and Tags.  
You may also search all 
agenda dates at once using 
the “Search All” tool.

The Submission Manager provides you with quick access to all 
submissions that have been shared with you, as well as 
administrative meeting documents such as agendas and minutes.

Access Your Submission Manager 
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✓ The flag indicates an 
active reminder, 
which may be read in 
the My Reminders 
page.

✓ Coordinator-defined Tags allow 
custom organization of submissions.  
Clicking the Tag will display all 
submissions with that Tag.

Your default view is the next upcoming agenda date.  Use the 
Submission Manager to manage the reviews you have been 
assigned for the next meeting.

Manage Your Work Queue
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✓ Click the Project Title to go to 
the Submission Detail page.

✓ Indicates an 
active Reminder. 

✓ Click here to view 
the message.

Notifications sent to you across all of your submissions will appear 
here.  An email will be sent to your registered email address. 

View My Reminders
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✓ Package Information

✓ Documents for 
Review

✓ Project Status

Click on the title of a submission to access the Submission Detail 
page and associated information about the project.

View Submission Details 
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✓Electronic 
Signatures

✓ Reviewer 
comments.  

✓ The check 
indicates the user 
has completed 
their review.

✓ Committee / 
Admin access list

✓Click here to send a 
message to any member 
with whom the submission 
has been shared. 

Scroll down to see additional information.

View Submission Details (continued)  
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✓Research team 
Training & 
Credentials
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✓Open any 
submitted 
document by 
clicking the 
blue link.

Click on a document to open the document for viewing, 
downloading, or printing.

Start Your Review Process
VHA ISSO and PO
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✓ Red, blue 
and yellow 
Stars 
indicate 
document 
priority, as 
established 
by your 
committee 
and local 
SOP.

✓Download 
project 
documents 
that require 
your review.
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✓Designer: review all 
documents submitted in 
previous packages.

✓Reviews: view historical 
review details for all 
packages, decision letters, 
and other board 
documents.

✓Project History: view the 
complete submission 
history.

Project Administration buttons (on left) allow complete read-only 
access to historical project information as seen by the 
investigator.

View Project Details
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✓Click “Add”
to record 
reviewer 
comments

✓View comments by 
administrators and 
other members.

You may record your review comments and attach documentation 
such as reviewer worksheets.

Add Reviewer Comments 
and Documents
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Note: Administrator / reviewer comments are private and may not be accessed by researchers.
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✓Always save your 
comments.

✓You may attach 
completed reviewer 
worksheets, edited 
consent forms and 
other documents by 
clicking ‘Add New 
Document’.

✓Record your 
comments in the rich 
text editor.  You may 
also use the editor 
tools to cut/paste.

Use this page to record comments on this submission.

Add Your Comments
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Attach Worksheets and More…
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✓Attach completed reviewer 
worksheets and other 
documents here.
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Note: Accomplishing 
steps 1, 2, and 3 
verifies you have 
completed your review.

Checking the “Mark my personal review as complete” box will 
indicate a completed review on the Submission Detail page.  It 
will also help you track your work on your Submission Manager.

Electronically Sign Your Review
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✓Step 3: Save and exit 
when finished.

✓Step 1: Record your 
recommendation for this 
submission here.

✓Step 2: When your 
review is complete, be 
sure to check this box.
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✓ Your 
comments 
are 
recorded.

✓ Committee Messages will 
display all notifications for 
this submission (including 
important messages from 
your Coordinator).

Once you have completed your review, your comments will be 
available for other committee staff and reviewers.

Complete Your Review 
Documentation
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✓ The red number will 
decrease every time a 
message is ‘silenced’.

✓ Click the red flag and 
‘silence’ the message as 
an easy way to keep track 
of completed reviews.

All messages from your administrator relating to this submission 
are filed in the Committee Messages & Alerts page as a 
permanent part of the audit trail.

Committee Messages & Alerts
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✓ “Check mark” indicates 
you have completed 
your review.

✓ This checkbox filters out 
your completed reviews.

Your Submission Manager will show you submissions for which 
you have completed reviews. 

Track Your Progress with Assigned 
Reviews
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Your Committee Office can offer 
you assistance and training on 
IRBNet as well as advice on how 
to comply with important policies 
and standards as you use IRBNet.
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Where to Get Help...
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