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Investigator Guide

Migrating an IRBNet Study to eProtocol

PURPOSE:
This guide is designed to assist Principal Investigators (PlIs) and their research staff:

e Understand the process for migrating an IRB-approved study from IRBNet to eProtocol.
Locate the approved shell protocol and initiate the required amendment.
Enter the most recently approved protocol information and current research personnel.
Upload the approved IRBNet record and clean, unstamped study documents.
Review and successfully submit the migration amendment for IRB review.

KEY DETAILS OF THE MIGRATION PROCESS

The IRB office has created an approved shell protocol in eProtocol for each study migrated from IRBNet.
The migration must be completed through an amendment to the approved shell protocol.

Pls should not create a new protocol for this process.

The eProtocol record should reflect the most recently approved IRBNet protocol version.

Any additional changes requested during migration must be described in the amendment and reflected
throughout the affected protocol sections and documents.

e (lean, unstamped versions of all current study documents must be uploaded for IRB review.

BEFORE YOU BEGIN

Prepare the following information and documents:
e The most recently approved IRBNet protocol and related approval materials.
e A currentlist of all co-investigators and other research personnel.
e C(Clean, unstamped versions of all current study documents.
e A description of any additional changes that require IRB review.

AMENDMENT SUBMISSION PROCESS

Follow the steps below to complete your approved shell protocol and submit the IRBNet-to-eProtocol migration
amendment.

PART 1 - FINDING THE SHELL PROTOCOL

1. Open the Investigator Home Page
e Open the Investigator menu in eProtocol.
o Select Investigator Home.
e Open Approved Protocols.
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2. Select the Approved Shell Protocol
e Locate the shell protocol created for the migrated study.
e Select the corresponding Protocol ID.
e Confirm that the protocol title and principal investigator are correct.

ePROTOC 2 =
sy ,,ﬂ.,,«m” . = SOLUTIONS
v W Compronensive IT for Resesreh

eProtocol v Rosales (University of Texas at E| Paso) - eProtocol: Investigator

eProtocol » Invastigator » Home » Approved Protocols

Protocol ID Principal Investigator Title Approval Date ‘B:f:"“"“’“' Expiration Date  Review Decision Form Type
26.07.904 Eastwood, Brittanie IRB Office Use Only 071302026 071302026 NA Panel Manager Review  NEW

If the shell protocol is missing or incorrect: Stop and contact the IRB office before creating a new record or
making changes to another protocol.

3. Start the Amendment
e Select Start Amendment.
e Select OK.
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PART 2 - COMPLETING THE AMENDMENT PAGE
4. Describe the Amendment

In the amendment summary field, clearly state that the study is being converted from IRBNet. Include any
other modifications you are requesting at the same time.

Suggested wording: “Convert approved study from IRBNet to eProtocol. Protocol information and current
approved study documents have been entered based on the most recently approved IRBNet version. [Describe

any additional changes, or state: No additional changes requested.]”

Answer the remaining amendment questions based on the actual changes being requested.
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Keep the record consistent: If you request other changes during migration, describe them in the
summary and update every affected protocol section and document.

PART 3 - ADDING RESEARCH PERSONNEL

5. Open the Personnel Section
e Open Personnel Information.
e Scroll to Co-Investigator/Other Personnel.
e Select Add. Repeat this process for each person who should be listed on the study.

bneastwood2@utep. edu bneastwood2 ‘liﬂ"d"&:’; ‘1’"‘9‘;':':‘. u 4955
Research P
Responsible =
82312027
Conduct of 82312024
bneastwood2@utep edu neastwood2 ® 52012
Reseirﬂ:!a 5:20112PM m
Admmnistrators
Social 808/2024 882027
bneastwood2@utep edu bneastwood? Behavioral 4an12pm 4412
Researchers PM
PR Members & 86/202¢  9820<T
bneastwood2@utep. edu bneach Stant 24049 P) 64,49
o QRN Y]
—o-Investigator /Other Personnel Add | Delete
Name Degree Title Research Department  Type of Investigator
(MD/PhD/BSN/etc.)
o8 HRP Manager Co-nvestigator
PRO IR8 Specialist Co-investigator
Study Coorain. . nad | Delete
Please ClicK 0N AU 10 J00 Stugy Loordinator
Faculty Advisor (This is only required if the PI is an underaraduate or graduate student or post=
doctoral fellow). Clenr
Name of Administrative Contact, Project  Degree (MO/PhD/BSN/etc.) Title
R
Email * Phone Fax (optional)
Research Department ole Mailing Address
Check ALL that apply *
Select One v|0 Faculty
6. Search for the Person
e Select the binoculars icon.
e Search by user ID, first name, or last name.
e Select the correct person.
e Select OK
Find User Find Lot = (A
User ID. User D
R First Name. megan
Last Name: Last Name
Select User 0K
User ID User Name Title Department Email
®  mhsandhu Sandhu, Megan mhsandhu@utep edu

]2

amendment

If the person cannot be found: Ask the person to sign in to eProtocol once. After the account is created in the

system, search again. Do not substitute another person or enter an unverified identity.

7. Complete Personnel Information

Review the populated information and complete all required fields, including:
Degree

Title

Phone number

Research department

Study role

Type of investigator or personnel

Select every role that applies and save the entry.
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Note: * denotes mandatory field.

Co-Investigator/Other Personnel Save | Cancel
Name Degree (MD/PhD/BSNietc.) Title

Sanchu, Megan R

Email Phone Fax (optional]

mhsandhu@utep edu

Ressarch Department Malling Address

ole
Check ALL that apply *

Select One v | Facdly
0] suff
] Student
) Cther
Type of Investigator/Personne| Select One ~

ALL research personnel are required to complete Human Subject Research training from Gl within the last 3 years prior o
engaging in any research-related activities. Go to CITI Program to complete.
Training Details

Course Completion

EmaillD UserlD Courze Date Course Expiration Date
Crosstalk Between the "
-edu JACUC and IBC TiX2026 1219:59 PM
edu ors RCR 11/17/2025 22803 PM 11/17/2028 2:28:03 PIA

8. Verify CITI Training
Review the training information displayed for each person.

e Nursing, Pharmacy, & Allied Health Researchers Training, or
e Social Behavioral Research Training

[f the information is missing or incorrect, ask the person to confirm that their CITI Program account uses
their UTEP institutional email address.

A hitos//utepkeyusa.net/FORM_FERSONNELINGO.o
Note: * denctes mandatory field.
Co-Investigator/Other Personnel Save  Cancel
Name Degres (MOIPhD/BSN/etc.) Title
Sandbw, Megan
Email * Phone Fax (optional)
mhsandhugutep edu
Research Department Role Mailing Address
Check ALL that apply *
Select One v [ Faculy
[} Staff
[ Student
| Other
Type of Investigator/Personnel * Select One =
ALL research personnel are required to complete Human Subject Researeh training from CITl within the last 3 years prior to
engaging in any research.rnint ! e OV L FTOEAIN (O COmplete.
Trainine Doy
EmaillD UseriD Course Course Completion ¢,y Expiration Tate
" Crosstalk Betwoen the 2 o
mhzandhu@iutep edu mhsandhu s 11372026 12:19.59 P
l heandhu@utep edu mhsandhu Administrators RCR 1/17/2025 22800 P 1111772028 2 255 1'id

Training troubleshooting: Signing into eProtocol creates the user record. Using the UTEP institutional email in
CITI helps the systems match the training record to the correct person. Contact the IRB office if the record remains
incorrect after both items are confirmed.

PART 4 - COMPLETING THE PROTOCOL RECORD

9. Review Every Protocol Tab

Complete every applicable section using the most recently approved IRBNet protocol version.

Review the following areas, as applicable:

Personnel Information
Subject Checklist
Study Location
General Checklist
Funding
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e Protocol Information
e Obligations

Save each section as you proceed.

lﬂd’mm\rummm’ynﬂmstﬂhu—&.qeflﬂwddm—sam—w“muﬁﬁigz - o0 X

B) https/futep keyusanet/FORM_PERSONNEUINFO.do
IRB - IRB Form Protocal ID; 26-07-804 (Eastwood, Brittaniz)
Protosol Title: IRE Ofiice Usc Onl

Select 3l participant pool categories that apply:
Aduits
Children under 18 years old
UTEP studemsfacuiy/stafi
1 0] Pregnaniwomen
Fetuses/neonates

allyleducationally dsadvantaged persons
= with impaired decision.making capacity

candidates for public office.
s

nsent (9., dementia, comatose, have legal guardians)

PART 5 - UPLOADING SUPPORTING DOCUMENTS

10. Upload the Approved IRBNet Record

e Upload the most recently approved IRBNet protocol and related approval materials.
e The records may be combined into one PDF titled: IRBNet Approval.pdf

11. Upload Clean Study Documents

Upload clean, unstamped versions of each document that requires approval in eProtocol. Examples include:
e Consent, parental permission, and assent documents
e Recruitment materials, advertisements, emails, scripts, and flyers
e Surveys, questionnaires, interview guides, and data-collection instruments
¢ Information sheets or participant instructions
e Any other document used to conduct the study

Use current files only: Remove superseded drafts and avoid uploading stamped versions as the editable
documents for future approval. Keep the IRBNet approval record as the historical source file.

PART 6 - REVIEWING AND SUBMITTING THE AMENDMENT

12. Final Quality Check

Confirm that:

The correct shell protocol was used.

The amendment summary states that the study is being converted from IRBNet.
All current research personnel are listed.

Personnel roles and required information are complete.

CITI training information is visible, or any mismatch has been addressed.
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Every applicable protocol section is complete.

The information matches the most recently approved IRBNet version.

The approved IRBNet record is attached.

Clean, unstamped versions of all current study documents are attached.
Any additional changes requested are reflected throughout the amendment.

13. Submit the Amendment
o Select Check for Completeness.
e Resolve any missing required fields or errors.
e Review and save the completed amendment.
e Select Submit Form.

Saving the amendment does not submit it for IRB review.

After submission: Monitor eProtocol and your UTEP email for IRB questions or requests for clarification. Do
not implement new changes described in the amendment until the IRB has approved them.

QUESTIONS? WE ARE HERE TO HELP!

If you have questions about the migration process, your shell protocol, or the required documents, please contact the
UTEP IRB office for assistance at irb@utep.edu.
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