Process for Making an Electronic Submission for an Existing Study 

(e.g Amendments, Continuing Reviews, SAEs, etc.)

1) Log on to the system using the user ID and password supplied by the IRB office. The client name is “evms”.
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2) After you login, you should see a table listing all current studies that are active (or have been active) under the EVMS IRB. 
3) Click on the study that you need to access and complete a submission for. 
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4) The protocol screen should appear (which lists the details and history of events for the study). On the left hand side of the page, click “Start xform”. 
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5) A  selection list should pop up. Select which type of submission you need to make. Click on the appropriate submission type, and complete the form. 
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‘Acknowledge Receipt Only'  Complete this electronic form to accompany submission of any types of materials that simply need an acknowledgement of IRE recsipt (not for matters that need IRB review)

form Contact the IRB office at (757) 445-8423 to seek guidance regarding this type of submission. In addition to completing this electronic form, you will alsa be attaching all relevant
documents that are needed for this submission.

Amendment submission form  Complete this electronic form to accompany al of your submission materials for this amendment. In addition to comleting this electronic form, you will also be attaching all
relevant documents that are needed for this submission.

ClosurefTermination form  Complte this elsctronic form to accompany all of your submission materials to close-out this protocol/study. In addition to completing this electronic form, you will also be
sttaching all relevant documents that are needed for this submission
Cantinuing Review form Complete this slectronic form to accompany ail of your submission materials for this continuing review. In addition to completing this electronic form, you will also be attaching all

relevant documents that are needed for this submission.
LOCAL Unanicipated Prablem  Comlete this elsctronic form to accompany all of your submission materials for this report of a LOCAL unanticipated problem or adverse event. In addition to completing this

or Adverse Eventform electronic form, you will also be attaching all relevant documents that are needed for this submission.
New Protocal/Study Complets this slectronic form to accompany all of your submission materials for this new protocol/study. In addition to completing this electronic form, you will also be attaching
Submission form all relevant dacuments that are needed for this submission. No appraval to canduct research is given by the aceeptance of these subrmissian materials. Approvals are.

communicated via letter from the IRE affice.
NON-LOCAL Unanicipated  Complste this electronic form to accompany al of your submission materials for this report of a NON-LOCAL unanticipated problem or adverse event. In addtion to completing

PP DPD DODODDD D

Problem or Adverse Event  this electronic frm, you will alsa be attaching al relevant documents that are needed for this submission.
Pediatric Oncology Amendment THIS FORM IS ONLY TO BE USED FOR PEDIATRIC ONCOLOGY STUDIES. Complste this elsctronic form to accompany all of your submission materisls for an amendment to your
Application study. In addition o completing this electranic form, you will alsa be attaching all relevant dacuments that are needed far this submissian.

Pediatric Oncology Continuing | THIS FORM IS ONLY TO BE USED FOR PEDIATRIC ONCOLOGY STUDIES. Complete this electronic form to accompany all of your submission materials for this continuing review.
Review In addifian to completing this electranic farm, you will alsa be attaching all relevant documents that are needed for this submissian.

Pediatric Oncology New Study | THIS FORM IS ONLY TO BE USED FOR PEDIATRIC ONCOLOGY STUDIES. Complete this electronic form to accompany all of your submission materials for this new study
Application application. In addition ta completing this electranic form, you will aiso be attaching all relevant documents that are needed for this submissian
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6) After you have successfully completed the xform, the following type of email will be generated and sent to the PI. The PI must click on the link in this email and electronically “sign” the submission for it to move forward to the IRB office!
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7) After the PI signs off on the submission, it will move forward to the IRB office for processing. You (as the submitter) will be notified via email as to whether the submission was accepted for review, or whether it was rejected back to you for further changes/additions. If the submission is rejected back to you, follow the same process to resubmit your application. 
Click the link to the study that you need to select





Select what type of submission you need to make, then complete the form (called an “xform”). Add all attachments as prompted by the xform.
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