

[image: Logo

Description automatically generated with medium confidence]
[bookmark: _GoBack]How to Submit a Study in eIRB (Click)

Method 1 – Approve from e-mail (Study Staff uses “Notify PI of Submission” activity in eIRB):

1. PI opens e-mail with subject Notify PI of Submission Ready for Review Activity from no-reply@eirb.providence.org AND clicks on link to study in body of e-mail. (See Figure 1)

2. PI logs in to eIRB: (See Figure 2)
a. If you have a PSJH e-mail, use the Caregiver Logins button to log in from the PSJH network using your PSJH credentials.
b. If you do not have a PSJH e-mail, log in under External Partners.
i. Your e-mail address (the address the submission e-mail was sent to) is your User Name.
ii. If it is your first time logging in, use the Forgot password? link to obtain your password.

3. In the study workspace, PI reviews study application by clicking the Printer Version button and clicks the Close button to return to the study workspace.

4. In the study workspace, PI clicks the Submit button, and clicks OK on the pop-up Submit screen. (See Figure 4)

Method 2 – Approve from PI Dashboard in eIRB:

1. PI logs in to eIRB at: https://eirb.providence.org/ (See Figure 2)
a. If you have a PSJH e-mail, use the Caregiver Logins button to log in from the PSJH network using your PSJH credentials.
b. If you do not have a PSJH e-mail, log in under External Partners.
i. Your e-mail address is your User Name.
ii. If it is your first time logging in, use the Forgot password? link to obtain your password.

2. PI clicks on Dashboard, and the Name of study to be submitted under My Inbox. (See Figure 3)

3. In the study workspace, PI reviews study application by clicking the Printer Version button and clicks the Close button to return to the study workspace.

4. In the study workspace, PI clicks the Submit button, and clicks OK on the pop-up Submit screen. (See Figure 4)



If you encounter any issues logging in, are unsure about your username, or need other assistance, please contact IRBSharedServices@providence.org.


Figure 1 - Notify PI of Submission Ready for Review Activity e-mail
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Figure 2 – Login Screen
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If you do not have a PSJH e-mail, log in under External Partners.


Figure 3 – Dashboard
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Figure 4 – Study Workspace/Submit
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From: no-reply@eirb.providence.org <no-reply@eirb.providence.org>
Sent: Thursday, January 6, 2022 3:56 PM

To: PHS IS Click elRB <PHSIS.ClickelRB@providence.org>

Subject: [EXTERNAL] Notify Pl of Submission Ready for Review Activity

—
3 Providence el

To: Adam Pucci

Link: STUDY2021000777
Title: Submission Sign Off Notification

_ Description: The above referenced IRB submission is awaiting your review and approval in Click elRB. Access the submission by clicking the link above or going to https://eirb.providence.org. Review the submission, and if it is
ready, then you can submit it to the IRB by clicking the "Submit" button in the workspace. Once you click on Submit, the submission will automatically be routed to the IRB Office for review.

The IRB of record for this submission is Providence St. Joseph Health IRB. If you have any questions, please contact the IRB office at irbsharedservices@providence.org.

You are receiving this email from Click IRB, the Institutional Review Board software used by Providence St. Joseph Health. We kindly ask you not to reply to this e-mail but instead contact the IRB of record for your submission, as detailed in the text
of this notification.

© 2020 Providence St. Joseph Health. All rights reserved.
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If you are conducting research, by clicking the submit button, you are verifying that:

You have obtained the financial interest status of each research staff.

You have obtained the agreement of each research staff to his/her role in the research.

You have adequate resources - time, funding, space, trained staff.

You will uphold best practices for research record keeping, including practices related to collecting, storing,
analyzing, and sharing data to preserve data integrity.

You will conduct this Human Research in accordance with all applicable federal, state and system requirements.

As the Principal Investigator serving on this research project or protocol, you have read and understood the Roles &
Responsibilities for Research at Providence document in its entirety and intend to fulfill those responsibilities.

By submitting this research project or protocol to the IRB, | am attesting that | agree to fulfill the Principal Investigator
obligations outlined above. | understand that failure to comply with these obligations may impact my ability to conduct
research in the future.

If this is a non-research activity (Clinical Inquiry, Case Report, HUD, etc.), you are agreeing to conduct the activity in
accordance with the materials submitted for review and follow the requirements as outlined in the relevant policy or
guidance.
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