Instructions for Principal Investigators – How to Approve your electronic submissions
When you receive an email notifying you that you have a submission awaiting your approval, click on the link in the email. The link will direct you to the log in screen (below). 

Follow this process:

1. Log in using your user name and password. The client is “evms” 
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2. Review the electronic form (“xform”) and any attachments, and click Next. 

[image: image2.png]dows Intemnet Explorer;

&)~ [ repsirtmanager ocet comfsFormsirarmpage,espiForninstanceGun

25e98d1-2472-408e-87c1 422884659 v | B | 49 || X | [Le Search 2l
Gconvert - [ seect
9 G| @ amendnent ssrsionform  anendiment Tipe || @ - [ page - (Tock < 7
IRBMANAGER

Amendment subr

sion form -- Amendment Type

Assigned by Test 123

the IRE

Person

e oring  Abrcrombie, Christopher

Ficies Email: abercrejgevms.edu Business: 446-8423

Indicate the nature of change (select as many as apply): (Reaured) Add Note

Change in research staff [ Protocol change [ Investigator brochure change [] Miscellaneous change [] Consent change

‘Attach the IRB amendment form: (Requred) Add Note View Audit

"Add Attachment 1F you need to obtain a copy of this form, it can be located at the EVMS IRB website: http://www.evms.edu/research-

home/standarc-opersting-procedures-sops.him!
‘Action Name Type

X TEST Amendment

Attach a scanned copy of the most recent IRB approved, stamped consent form for your study (Requred) Add Note View Audit

Action Name Type
X Test 1 Last Stamped Approved Consent

Add any other pertinent documents for review of this submission Add Note View Audit

No Attachments.

Previous

Save for Later

Copyrisht ©2000-2010 BEC All Rights Ressrvad.
brivacy & Security Statement | Terms of Use

Wednesday Apr 28 02:22 PM

@ et oo





3. Click Next again. 
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After having reviewed all the prior information on this electronic form and any attachments, you must approve that this submisson should be sent to the IRB. Click
"Next” to advance to the final screen.

Alternatively, if this submission needs revisions and you would like to send it back to the submitter for editing, click "Next" and you will be able to reject the
Submission.

YOU MUST CLICK NEXT (below) and complete the next screen for this electronic submission to move forward!
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4. Final Step: You must either “approve” that the submission be sent to the IRB, or “reject” it back to your submitter with any changes that you indicate. 
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To approve it, you must put in your password and click “Approve”

To reject it, you must put in your reasons for sending the submission back to the submitter, and click “Reject”. 

Your submission will not reach the IRB without completing this final screen. 
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