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CIRBI™ Protocol QuickSteps: Submitting an Initial Protocol Application

1.

Log on to www.cirbi.net.

NOTE: You must be a registered user to log in and create a submission. To do so, click on “Sign up” under the login
information.

2.
3.

4.
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In the upper right-hand corner of the screen, click on “Dashboard”
On the very left-hand side of the screen, click on the “Protocol Application” link

...... i Cick on the study below 10 atcess Submission Forms of IRB Appeoval Datumentation far a specifi study. You may also tlick on the tabs balow 1 viaw the ststus of submissions

or
IF you nebed b subet for a new study (for ntial IRB appeoval]. then phease chick the approprati fink on e kel hand sde

Mems Pending Action Mems Pending IRB Review Protocol Dashboard | Metrics Site Dieshbosard | Metrics Generic Materials -
SprcialConau Heview

K T,
B Ganoic ey ) This talgts. 2l studies you currantly have accens 50 as @ user. Ghok an thi Ram of a submession b0 go o &5 Workspace 1or mon informaton
L i ]

riner @ 1 ® | Ersarine io sanreh for GO Add Fitar

o a Name Snate Comparry
Pro00024820 Asprn Lid - 3575309 (DEMO PROTOCCL) Approved Adwarra IRE

Prod002sITE Pre Submasson
Proli2sies Pre Submason
ProDD025166 Pre Submession
ProDD025489 Pre Subrmssion
Frofii 10485 Approved Advana Rl
PralI5T3 [
Prad00253TS 1 Pra Susmasen
ProD0024509 sl - o protocol number Pre Subnssion

G items

Choose “I am a clinical research site, institution, academic medical center, hospital, government agency,
non-profit organization, or contractor/CRO that is submitting for a single investigator study” for a Single
Site Pl-Initiated study
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OR

Choose “I am a pharmaceutical Sponsor or CRO who will be conducting a multi-site study for which

Advarra IRB will act as a Central IRB. | am submitting a protocol on behalf of all sites” for a study in which

there will be more than 1 Pl submitted to our IRB

5. Click “Continue” to go to the next page called “Protocol Information”

REMAINDER OF APPLICATION

1. Complete the rest of the protocol application and click “Continue” after each completed page.

NOTE: Every time you click “Continue” it saves all the information you have entered. There is also a “Save” button

located at the top and bottom of each page.

TIP: If you see a red asterisk, that field is required to be completed prior to selecting “Continue.” However, if you

do not have the required information you can skip to the next page by clicking on “Jump To” at the top of the

page. You will need to go back and complete ALL required fields before you can submit the application to the IRB.
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DOCUMENT UPLOAD PAGE
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1. Next to the last page of the application is called the “Document Upload Page.” This is where you upload

any supporting documents such as the protocol, IB, informed consent form, etc.
2. Upload the documents in the appropriate areas
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Document Upkoad Page

Piaasa attach all documentation necssany for IRB review in the Somet areas a4 outlined bstow
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NOTE: If you have multiple files, you can “drag and drop” from your computer into the CIRBI SmartForm

END OF APPLICATION PAGE
1. Select either “Submit Application” or “Save Application, but DO NOT submit”
2. Click “Continue”
a. If you chose “Submit Application” you will see the “Acknowledgement of Receipt” page

b. If you chose “Save Application, but DO NOT submit” you will see the “Not Submitted Notice” page
3. Click “Finish” to exit
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