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Investigator Guide

Submitting a New IRB Protocol in eProtocol

PURPOSE:

This guide is designed to assist Principal Investigators (PIs) and their research staff:
e Understand the process for creating a new IRB protocol in eProtocol.

Initiate and complete a new protocol application.

Add current research personnel and verify required training.

Upload study documents for IRB review.

Review and successfully submit the protocol for IRB review.

KEY DETAILS OF THE NEW PROTOCOL PROCESS

e Anew protocol should be created for research that has not previously received UTEP IRB approval.
e Complete all sections that apply to the proposed research activities.

e The protocol application and supporting documents should provide consistent information about how the
study will be conducted.

e All study research personnel should be listed with the appropriate study roles.
e Documents to be used with participants must be uploaded for IRB review, as applicable.

e Human subjects research activities must not begin until the required IRB review is complete and approval
or another applicable determination has been issued

BEFORE YOU BEGIN

Prepare the following information and documents:
e Study title and a brief description of the proposed research.
e A currentlist of all co-investigators and other research personnel.
e Information about the study population, recruitment, consent process, and research procedures.
e Study locations and funding information, if applicable.
e Data collection, storage, and confidentiality information.
e (lean versions of all study documents that require IRB review.

NEW PROTOCOL SUBMISSION PROCESS

Follow the steps below to create, complete, and submit a new IRB protocol in eProtocol.

PART 1 - STARTING A NEW PROTOCOL

1. Open the Investigator Home Page
e Open the Investigator menu in eProtocol.
e Select Investigator Home.
e Locate the option to Create Protocol.
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2. Create the New IRB Protocol
e Enter the Study Title.
e SelectIRB.
e Select IRB Form to begin the new protocol application.
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Before continuing: Confirm that a new protocol is appropriate for the study. If the research already has an
existing UTEP IRB record, contact the IRB office before creating a duplicate protocol.

PART 2 - COMPLETING THE INITIAL PROTOCOL INFORMATION

3. Enter the Study Information

Complete the required information for the proposed study, including the study title and other requested
protocol details.

Keep the record consistent: Information entered in the protocol should match the procedures described in the
supporting study documents.

4. Review of the Protocol Sections

eProtocol will provide sections of the application based on the information entered for the study. Review
each applicable section carefully and respond based on how the research will actually be conducted. Save

each section as you proceed.

Personnel Information

Subject Checklist

Study Location

:E

:

PART 3 - ADDING RESEARCH PERSONNEL

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

Last Name:

bneastwood2@utep.edu bneastwood2

bneastwood2@utep edu bneastiwood2

bneastwood2@utep edu bneastwood?

bneastwood2@utep.edu bsach

—o-Investigator/Other Personnel

Name Degree Title
(MDIPHD/BSN/ete.)
) Rosales, Raguele HRP Manager
Conantes_aisal ) IR Specialist
Study Coortine...
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Conduct of
Research
Responsibie
Conduct of
Research for
Administrators
Social
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Researchers
IRR Members &
Stan

Research Department
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Add | Delete
Type of Investigator

Co-Investgator
Co-investigator

nad | Delete

Faculty Advisor (This is only required if the PI is an undergraduate or graduate student or post-

doctoral fellow).

Name of Administrative Contact. Project Degree (MD/PhD/BSN/etc.)

Director, or Lab Coordinator

Email * Phone
Research Department o

Check ALL that apply *
Select One v |0 Faculty

1 Seaff

Search for the Person

Select the binoculars icon.

Search by user ID, first name, or last name.
Select the correct person.

Select OK.

Title

Fax (optional)

Mailing Address

Clear

82312027
5.

& hitpsi/futepkeyusanet/HOHM_HNUUSE Rdo

Find User
User ID:
First Name: megan

Last Name

Select User

User ID User Name

®  mhsandhu Sandhu, Magan

]2

Find

0K

Department Email

mhsandhu@utep edu

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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Mote: * denotes mandatory field.
Co-Investigator/ Other Personnel

Type of Investigator/Personnel *

Training Details

EmaillD UserlD
mhsandhudutep.edu mhsandhu
mhsandhu@utep.edu mhsandhu

Mame Degree (MD/PhD/ESNietc.) Title
Sandhu, Megan H
Email * Phone Fax {optional}
mhsandhu@utep edu
Research Department Role Mailing Address
Check ALL that apply *
Select One w | Faculty
] Staff
7] Student
) Other

Select One

Course Course Completion

Date
Crosstalk Between the f 1~
JACUC and IBC TIX2026 12:19:59 FM
Administrators RCR 111772025 2:28:03 P

Save Cancel

ALL research personnel are required to complete Human Subject Research training from CI11 within the last 3 years prior to
engaging in any research-related activities. Go to CITI Program to complete.

Course Expiration Date

1171712028 2:28:03 P

8. Verify Required 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.

) Nttp s/ utepkeyusa,net/FORM_FERSONNELINF .t

Note: * denotes mandatory field.

Co i /Other F 1}
Name Degree (MO/PhD/BSN/etc. )
Sandhu, Megan
Email * Phone
mhsandhug@utep.edu
Research Department Role

Check ALL that apply *
Select One Faculry

] Staff

] Student

_| Other

Type of Investigator/Personnel *

Save Cancel

Title

Fax (optional)

Mailing Address

Select One

ALL research personnel are required to complete Human Subject Research training from CITI within the last 3 years prior to
engaging In any research.nint. ! V. GO LU FPOGTAIN (O Complews

Training Doriis
Course Completion

I heandhuutep edu

cmaillp UseriD Course Date Course Expiratio
mhsandhuglutep edu mhsandhu Crosstalk Betwoen the 732075 12.19:59 P
IACUC and IBC
mhsandhu Administrators RCR 11/17/2025 22803 P 1111772028 2 2807 |

Tate

™

Training troubleshooting: Signing into eProtocol creates the user record. Using the UTEP institutional email in
CITT 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 section that applies to the proposed study.
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Review the following areas, as applicable:
e Personnel Information

Subject Checklist

Study Location

General Checklist

Funding

Protocol Information

Obligations

Save each section as you proceed.

IRB - IRB Form Protocol ID: 26-07-304 (Eastwood Brittanish
Protocol Title: IRB Office Use Onl,

Participant Types
Select all participant pool categories that apply:
Aclts
Children under 18 years old
UTEP students faculty/staff
Preanant women
Fetusesneonales
Friscners
Wilitary personnel
Economicallyleducationally deadvantaged persens
Individuale with impairad decision.making capaity
Iliterate
Homeless
Puslic officialsicandidates for puble office
Institutionalized patientsiresidents
Persons incompetent fo give consent {e.g.. dementia, comatose, have legal guardians)

Cther (piease specify):

Keep the record consistent: The participant population, recruitment procedures, consent process, study
activities, and data-management practices should align throughout the protocol and supporting documents.

PART 5 - UPLOADING SUPPORTING DOCUMENTS
10. Identify Documents that Require IRB Review

Determine which documents will be used to recruit participants, obtain consent, collect data, or
otherwise conduct the research.

11.Upload Study Documents

Upload clean versions of each document that requires IRB review. Examples include:
o 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 final working versions: Upload documents that accurately reflect how the study is proposed to be conducted.
Remove duplicate or outdated drafts before submission.
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PART 6 - REVIEWING AND SUBMITTING THE PROTOCOL

12. Final Quality Check

Confirm that:

The protocol is being submitted as the correct type of application.
The study title and protocol information are accurate.

All current research personnel are listed.

Personnel roles and required information are complete.

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

Study procedures are described clearly and consistently.
Recruitment and consent procedures are accurately described.

Data collection, storage, and confidentiality information is complete.
All applicable study documents are attached.

Information in the protocol matches the supporting documents.

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

Saving the protocol does not submit it for IRB review.
After submission: Monitor eProtocol and your UTEP email for IRB questions, requested revisions, or requests

for clarification. Do not begin human subjects research activities until the appropriate IRB review has been
completed and the required approval or determination has been issued.

QUESTIONS? WE ARE HERE TO HELP!

If you have questions about creating a new protocol, completing the application, adding research personnel, or
uploading study documents, please contact the UTEP IRB office for assistance at irb@utep.edu.

Version 1 - August 2026 Page 6 of 6





