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In order register and submit a NEW protocol you will need to take the following steps:

· Create a package by registering and signing into IRBNET (www.irbnet.org) 

· Click on “create new project” on the left hand side of your screen and fill in the blank spaces.

*Please make sure you input the correct name of the “principal investigator.”

· Click on “designer” to start building your project package. You will see a drop down menu for institution specific libraries such as forms, guides, etc. Select the appropriate documents, download, and save to your computer. 

· If you need to add a new document, such as one created by you for this package, please click on the button on the bottom of the page called “add new document.”

· You will then see a page called “attach document” where you will be guided to select a document type, description of document, and file name to browse. Please make sure to select the name that fits the document type the best. 

*NOTE: DO NOT use “adverse event report.” This is only used when you are reporting a negative event to UTEP IRB with respect to your research. 

· Click on “share this project” on the left hand side of the screen. Determine who will need “share” access to this package. Look for UTEP under research institutions and click on the organization. This will help you identify the researchers that will be given access. You may give them “full,” “write,” “read,” or “no access.” 

*NOTE: If you cannot find a researcher in the current list, it is probably because the researcher has not registered in IRBNET. If so, please instruct them to register and inform you when they have received confirmation of registration in order to share this package with them. 

· You may also communicate with your team via IRBNET by using the “send mail” button on the left hand side of the screen. This tool will assist in keeping electronic communication between your team and IRB staff. 

· Please make sure that IRB training has not expired for you or other researchers listed in your study. If you not completed IRB training, please contact the Compliance Department at 915-747-6478. Request to have the IRB training module (20001) be assigned to you.  If have additional researchers in your study please make sure to submit IRB raining completion to IRB Office via email or fax. You may also upload it into your IRBNET study the same way you uploaded other documents. Here is the link for non-UTEP employees and student researchers:  http://research.utep.edu/Default.aspx?tabid=52380. The power point and test are located towards the bottom of the screen of this link. Make sure that you do not alter the format of the test. (For example: do not copy and paste into another word document)
Select the step that is more convenient for you to submit IRB training completion: 
1) Download, print, fill in answers, provide contact information, and fax/email to IRB Office at 915-747-5931 
2) Download, highlight your answers, provide contact information, and email to irb.orsp@utep.edu.

3) Download, highlight your answers or print out/circle answers, provide contact information, and upload into your IRBNET study package. 

Once your IRB training completion is received by the IRB Office, an IRB team member will email you a certificate of completion. As long as we have correct documentation and proof that IRB training has been completed by your researchers and/or you---your study will continue to be processed and reviewed by IRB. 

· Next, please do not forget to “electronically sign” your study by clicking on the “sign this package.” If you are a student researcher please sign and request that your advisor signs as well. If you are a faculty researcher, please sign and request that Co-PIs sign package as well, if Co-PI exists. 

· Finally, please click on “submit this package.” 
*If you forgot to attach a document and/or need to make a modification/amendment at this early stage, please contact UTEP IRB Offices at (915) 747-8841 to have IRB staff “unlock” your package.  Once your package is unlocked you may make these changes. 
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