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Researcher WITH training on file:
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To verify training other than the choices listed, the user should 
select 'OTHER' and wait for additional fields to appear. The 
additional fields allow the user to specify whether training was a 
college course or some other type of training. The user will need to 
specify the date for the training, as well as, either course 
information or details about/description of the training. A user may 
verify multiple training types (up to 20). 

Once a user has verified training, it will appear in a list above the 
select menu for adding training. The user can update the date of
training if a data entry mistake occurred. Or, if the entry is just 
plain incorrect, the user may delete it. If training is deleted, it is 
GONE - with no record - so use this function with care!

Additional training information can be found at: 
http://www.utexas.edu/research/rsc/training/index.php
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The online IRB application is divided up into two parts: the six step 
application and the collections of digital signatures. 

The user can access this application from the 'Create New IRB 
Application' link in the left navigation area. Only asterisk (*)
marked items with a highlighted background color require 
responses. Steps 1 and 2 of the application request: 
• title
• type of research
• key personnel (co-investigators)
• the faculty sponsor (if the PI is a student)
• Department Review Chair (if the PI's department has one)
• research assistant or project coordinator
• conflict of interest. 
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Throughout the application, and again on step six, references are made to 
"uploading additional documentation" in support of the application. 

PIs must upload a research proposal in the format outlined in “TOPICS TO 
ADDRESS IN YOUR RESEARCH PROPOSAL” available at the ORS 
website: http://www.utexas.edu/research/rsc/humanresearch/forms/index.php.  

Other documentation to upload includes: permission letters to do research 
at an "off-campus" site, Certificate of Consistency (DHHS), consent forms, 
surveys, questionnaires, interview questions, and recruitment materials.  
The upload function works just like an email attachment. The user may 
upload an electronic copy of these documents with the IRB application -
allowing the entire process to be completely paperless!



Completing the Application

The user may fill out all six steps of the application at once, or complete 
one or two steps at a time and return later. The user must save each 
page as he/she goes through the application. Upon returning, the
user would go to the LIST page and see which pages of the 
application still need to be completed. The listing page displays the 
completed steps of the application under "status."

For tips, see:
http://www.utexas.edu/research/rsc/humanresearch/users_guide/stepbystep
tips.php
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All online forms and the online application are automatically routed for 
electronic signature collection to necessary parties. If the user lists key 
personnel, a faculty sponsor, or a DRC on the study application, the 
application cannot be SUBMITTED to the Office of Research Support for 
approval until all involved parties have "signed off," indicating their approval 
of the study. 

The Principal Investigator will always be able to track who has not yet 
signed off by checking the summary page for details. Once all necessary 
signatures are obtained, IRBaccess sends the PI an email notification that 
the study is ready for final submission. Once a study can be submitted, a 
"SUBMIT" button will appear on the listing page and on step six of the IRB 
application. This final "submit" step is necessary only for new applications, 
PIs do not have to "submit" (step 4 on next slide) amendments, continuing 
reviews, closures, or unanticipated problems. Instead, these actions are 
directly routed to ORS after all faculty and DRC have signed-off.
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Step 1: IRBaccess sends email to key 
researchers who must electronically sign 
application.

Step 2: Key researchers confirm 
participation by electronically signing 
application.
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Step 3: IRBaccess sends email to the 
faculty sponsor requesting review and 
electronic signature.  Faculty sponsor may 
return application to PI unsigned with 
requested revisions.  The URL is:  
https://utdirect.utexas.edu/vr/IRBsignoff_actions.WBX

Step 4: Once the Faculty sponsor has 
approved the study, IRBaccess sends 
email to the DRC requesting review and 
electronic signature.  DRC may return 
application unsigned with requested 
revisions.



IRBaccess Screens
IRB Routing Process:  New Study (Continued)

Step 5: Once all parties have approved and 
signed application, IRBaccess sends email to PI 
requesting they log onto IRBaccess and submit 
study.  To sumbit, go to:  
https://utdirect.utexas.edu/vr/list.WBX

Step 6: Study submitted to ORS and study 
status indicates “submitted.”
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Step 1: Create Amendment or Continuing 
Review (if necessary, upload research 
proposal and consent forms).

Step 2: IRBaccess emails faculty sponsors 
requesting they log onto IRBaccess to 
approve amendment or continuing review at:  
https://utdirect.utexas.edu/vr/IRBsignoff_actions.WBX

Step 3: IRBaccess emails the DRC 
requesting they long onto IRBaccess to 
approve amendment or continuing review at:  
https://utdirect.utexas.edu/vr/IRBsignoff_actions.WBX
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Step 4: Once all parties have signed off on 
the amendment or continuing review 
request, it is electronically forwarded to the 
Office of Research Support
Step 5: ORS reviews the amendment.  
Approval is sent via campus mail, but 
status can be checked online at:  
https://utdirect.utexas.edu/vr/list.WBX
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This page provides the user with a summary of the 
entire six-step application. It is condensed in 
format and lists all of the current study information. 

When the user links to this page as the Faculty 
Sponsor, Department Review Chair, or Co-
Investigator on a study, he/she will be able to 
confirm involvement from this page. 

Note: at the top of the page there is a button for 
the Faculty Sponsor (in the example shown on the 
next slide) to approve of this study. New actions 
can be submitted using the drop down menu at the 
page's bottom.
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FOR MORE INFORMATION

The policies and procedures for the IRB of The University of Texas 
at Austin can be found on the following web site:
http://www.utexas.edu/research/rsc/humanresearch/manual/index.php

The ORS website also contains all the necessary forms and 
instructions for submitting a new protocol to the IRB forums
http://www.utexas.edu/research/rsc/humanresearch/index.html



CONTACTS

The Office of Research Support (ORS) is available to assist you.

If you need advice or guidance, contact 
ORS at:

orsc@uts.cc.utexas.edu

Office of Research Support 
101 E. 27th, Suite 5.200
North Office Building
Mail Code A3200
Austin, TX 78712
Telephone: (512) 471-8871




