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I. Department Head/Chair Activities in IRBWise

 
As the Department head or Chair you will be asked to review and sign off on 
protocols electronically through IRBWise .  

II. Email Notification 
You will receive an email in the inbox of your campus email requesting your 
signature on a research protocol. Below is an example of the email you will 
receive:  

The following Protocol has been submitted for faculty/departmental 
review.   

Protocol Title: Test 123 
PI: Basler, Andy   

To view this Protocol, please go to this page 
http://myirbwise/protocoldetails?subid=179

        

Enter your 
username and 
password to 
access the system 

! The link at the end of the email you receive will take you directly to the log in 
page for IRBWise . Once you click on this link you will be asked to enter your 
username and password: 

 

http://myirbwise/protocoldetails?subid=179
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Once you enter your username and password you will be taken directly to the 
protocol that you have been asked to review and sign:  

  

Once you have reviewed the protocol you will need to scroll to the bottom of 
the screen. Here you will see a Cont inue but ton:  

   

Continue

 
You will see a 
message in green at 
the top of the screen 
informing you that 
your signature is 
requesting on the 
following application.
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Once you click the Cont inue but ton you will see the following screen:  

          

Your 
Signature

 

Password Verification 

You may send the application 
for additional signatures, 
return it to the PI or submit it 
to the IRB by choosing the 
corresponding radio button 
and choosing Submit 
Protocol . 

 
You will check the box by 
Your signature section 

and reenter your password. 
You will then be able to 
choose what action you 
would like to take on this 
protocol. 
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You will then be taken back to the protocol and you should see the message 
telling you that the submission was successful.   

  

You have now successfully signed off on the protocol.                    

Success: Protocol 
successfully sent. 



IRB Solutions, Inc. 
2005  

7

 
III. Logging onto IRBWise  to review and sign off on Protocols 

IIIa. Using your Alerts page  
If for some reason, the link in the email, is not working you can always access 
all protocols requesting your signature by logging into the system and looking 
at your Alerts page. You will enter your username and password:  

     

Alerts

 

You will be taken to you 
Home Page. If there is a 

protocol requiring your 
signoff it will appear in your 
Alerts . You may access the 

protocol by clicking directly 
on the link in the Notice 
section.  

If you click on the link you 
will be taken directly to the 
protocol. Once you have 
signed off on the protocol it 
will automatically disappear 
from your Alerts page.  

Enter your 
username and 
password to 
access the system 
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Once you have reviewed the protocol you will need to scroll to the bottom of 
the screen. Here you will see a Cont inue but ton:  

   

Continue

 
You will see a 
message in green at 
the top of the screen 
informing you that 
your signature is 
requested on the 
following application.
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Once you click the Cont inue but ton you will see the following screen:  

          

Your 
Signature

 

Password Verification 

You may send the application 
for additional signatures, 
return it to the PI or submit it 
to the IRB by choosing the 
corresponding radio button 
and choosing Submit 
Protocol . 

 
You will check the box by 
Your signature section 

and reenter your password. 
You will then be able to 
choose what action you 
would like to take on this 
protocol. 
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You will then be taken back to the protocol and you should see the message 
telling you that the submission was successful.   

  

You have now successfully signed off on the protocol.  

Success: Protocol 
successfully sent. 



IRB Solutions, Inc. 
2005  

11

 
III.b. Using your Submissions to Sign Off page  

If for some reason, the link in the email, is not working you can always access 
all protocols requesting your signature by logging into the system and looking 
at your Submissions to Sign Off  page. You will enter your username and 
password:  

    

You can access studies 
requesting your sign off by 
clicking on the Submissions 
to Sign off tab. 

Enter your 
username and 
password to 
access the system 
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To access the study you wish 
to review and sign off you will 
click on the link in the 
Protocol Title column. 

After clicking this link you 
will be taken directly to the 
protocol. 

Protocol Title

 

You will see a 
message in green at 
the top of the screen 
informing you that 
your signature is 
requested on the 
following application.
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Once you have reviewed the protocol you will need to scroll to the bottom of 
the screen. Here you will see a Cont inue but ton:  

   

Once you click the Cont inue but ton you will see the following screen:  

   

Your 
Signature

 

Password Verification 

Continue

  

You will check the box by 
Your signature section 

and reenter your password. 
You will then be able to 
choose what action you 
would like to take on this 
protocol. 
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You will then be taken back to the protocol and you should see the message 
telling you that the submission was successful.   


