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User Manual 

 

The Office of Research Integrity is pleased to provide Ball State researchers with this manual to 

assist them in using our online protocol submission system, IRBNet. Within this document you will 

find step by step instructions and assistance with first-time registration, submission, continuing 

review, modifications, adverse event reporting, and study closure. The IRBNet user manual will 

provide added insight and direction not only for first time users, but also experienced IRBNet users 

as well. If you encounter any problems, or have questions regarding the protocol submission 

process, please contact the Office of Research Integrity. 

Contact 

 

Office of Research Integrity 
Teachers College, Room 405 

(765) 285-5052 
 

Chris Mangelli 
Director 

(765) 285-5070 
cmmangelli@bsu.edu 

John Mulcahy 
Associate Director 

(765) 285-5106 
jmulcahy@bsu.edu 

Jennifer Weaver  
Administrator 
(765) 285-5034 

jmweaver@bsu.edu 
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Registration 

 

1. Navigate to http://www.irbnet.org 

 

2. Look for the login box, located in the upper right portion of the website. 

3. Click on òNew User Registrationó (as circled). 

 

http://www.irbnet.org/
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4. Fill in the information necessary to create your account.  

5. After you click, òcontinueó, accept the Terms of Use. 

6. Select Ball State University. To do this, type òBall State Universityó in the òsearch for an 

organizationó space. (NOTE: If you are submitting a protocol to Ball Memorial Hospital 

you must search for òIU- Health Ball Memorial Hospitaló.) 

7. Click continue, and enter your contact information. The e-mail address entered will be the one 

used to contact you regarding IRB decisions related your future protocol(s). 

8. Confirm all that information that you have entered, and be sure that you are listed as a 

òResearcheró at Ball State University. 

9. After completing your registration, you will receive an e-mail from IRBNet. Use the provided 

link within this e-mail to finalize your registration. 
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Creating your study 

 

1. Navigate to www.irbnet.org and login using the username and password you created from the 

previous section. If you have not created an account, please follow the necessary steps in the 

òRegistrationó section of this manual. 

 
 

 

 

 

 

 

 

 

 

http://www.irbnet.org/
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2. On the left side of the page, select òCreate New Projectó. 

 

 
3. The following screen will appear: 
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4. Enter the title of the project and your name. If the study is sponsored, please enter the funding 

agencyõs name in the sponsor box. The keywords box may be useful for you if you have several 

studies and need to find this study at a later time based upon a specific keyword. 

5. Click òcontinueó. 

6. You will be taken to the òDesigneró page, and the following screen will appear 

NOTE:  If you are submitting an ASPIRE Grant, this must be submitted to the Sponsored 

Programs Office, NOT the Office of Research Integrity. 

 

7. The easiest way to ensure you have the most up-to-date form is to download the appropriate 

form from the Office of Research Integrity website: 

http://cms.bsu.edu/About/AdministrativeOffices/ResearchIntegrity/Forms.aspx 

or from the Library manager on IRBNet: 

 
 

http://cms.bsu.edu/About/AdministrativeOffices/ResearchIntegrity/Forms.aspx
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8. Make sure you have completed all pieces of the respective committees Application and/or 

Narrative form and created separate documents for possible recruitment materials, surveys, and 

informed consent forms.  You can combine all hose additional materials within one word 

document. 

9. Within the òDesigneró page, click òAdd New Documentó 

 
10. Once you click, òAdd New Documentó, this screen will appear: 

 
11. Within this Document Type, select òApplication Formó. 

12. Browse for the file on your computer and click òAttachó. 
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13. If you have additional materials (such as a file containing recruitment materials, consent  forms, 

etc), complete these steps again.  For document type, select òOtheró and within the description 

type òSupplemental Project Materialsó or a similar name that represents what  is in the 

additional document. 

14. Once all files have been uploaded, you need to share your study with others.  This could  include 

advisors or colleagues.  To share your project with another person, the person must be 

registered with IRBNet. 

15. Select the òShare this Projectó link, located on the left side of the page.  This is located  under 

the òProject Administrationó heading. 

 
16. The following screen will appear, and you select the first option, òShareó: 

 
IMPORTANT:  IF YOU ARE A STUDENT PRINCIPAL INVESTIGATOR  (PI) , YOU 

MUST SHARE YOUR PROJECT WITH AND OBTAIN YOUR FACULTY ADVISOR  

SIGNATURE BEFORE  SUBMITTING YOUR PROTOCOL FOR REVIEW. 
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17. The following screen will appear, and you can search for the organization with which the person 

you would like to share the project with is affiliated: 

 
18. Once the organization is selected, you will need to search for the specific user using the page 

below. Please pay attention to the different sharing levels. You may want an advisor or a 

colleague to have a particular level of access. 
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19. Once the user is found, you may grant the appropriate level of access. Within the òCommentsó 

box, you can enter any additional comments that will be included in the e-mail to the specified 

IRBNet user which notifies them of their new access to your protocol. 

 
20. The next step is to navigate to the òSign this Packageó section. Remember, if you have an 

advisor(s), they will ALSO need to sign the package before you can submit the package for 

review. 
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21. Within the òSign Packageó page, you will need to select your role in the project.  If you are the 

principal investigator, select this option from the drop down box. 

 
Once you click òSign,ó you will receive a notification from IRBNet that you have signed the 

package. Anyone else that you selected to share the project with will receive an email notifying 

them of your signature too.  Similarly, when your advisor signs the package, you will receive an 

email notification. NOTE: If you are a Student PI, the Faculty Advisor must sign the package 

BEFORE  your protocol will be reviewed. 

22. Once everyone has signed the package, you need to submit the package.  A package cannot be 

submitted until everyone has signed the package.  If you have an advisor, the advisor must sign 

the package before you submit the package to the IRB for review. 

23. Unless all signatures are handled at once, you will likely need to access IRBNet at another time 

once you receive notification that everyone has signed the package.  Sign back into your IRBNet 

account. 

24. You can select your project from the list after signing in. 

25. Look again to the òProject Administrationó section and select òSubmit this package.ó 
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26. The page below will appear.  You want to be sure to select òBall State University IRB, 

Muncie, IN.ó (OR APPLICABLE COMMITTEE FOR IACU C or IBC)  Once this is 

highlighted, click òContinue.ó 

 
27. You need to select the submission type. Select òNew Projectó from the dropdown box.  If you 

would like to include any comments that will be sent to the reviewers, feel free to do so. Click 

òSubmit.ó 
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28. The reviewers will now be notified of your submission and the review process can begin. You 

will receive a time stamp for the submission. 
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Modification Submission (deferred letter) 

 

Modifications may be necessary after the applicable committee has reviewed your initial protocol 

submission. This section of the user manual will guide principal investigators in the steps necessary 

to submit modifications. You will receive an e-mail indicating from the Chair that òModifications 

are Requiredó. 

1. Login to www.irbnet.org with your user name and password, and then click on the òMy 

Projectsó button on the left side navigation menu. 

 

2. Select the project that you wish to modify. 

 

http://www.irbnet.org/
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3. The screen below will appear, click on òDesigneró under the òProject Administrationó tab on 

the left side of the page. 

 

4. Near the bottom of the page, look under òDocuments from Previous Package that you can 

Reviseó, use the pencil tool to the right of the òpkg statusó column to make any change. (Note: 

changes should be made according to the deferral letter sent to the IRBNet e-mail address you 

provided). 

 


















































