
     
Quick Guide 

How to Create, Save and Edit an Initial Study 
 

 

Click: IRB 

This quick guide provides information about how to create, save, and edit an initial study, regardless of 
protocol type. This includes ways to navigate the SmartForm to edit information and to view help 
information.  

WHO: 

 Principal Investigators (PIs) 
 Study Teams 

 
WHEN: 

 Creating, saving, and editing an initial study.  
 

HOW:        

1. Click on the “IRB” tab. 

 
 

2. Click “Create New Study.” 
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3. On the Basic Information SmartForm page, complete the required fields (indicated with a red 
asterisk: *). 
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Note: 
 Question 4 defaults to listing the individual that initiated the study as the PI. If this question 

requires updating, select the ellipsis: “…” and a pop-up window will appear to select the new 
PI. If you update the PI, be sure to add yourself to the Study Team so that you maintain edit 
access to the study.  

 
 Question 10 requires a protocol. See additional quick guides for detailed information about 

the submission process specific to different protocol types. 
 

4. You can select “Save” to save the information you have entered.  

 

Note: 
 For the Basic Information SmartForm page, you must complete questions 1, 2, and 5 to 

save the study.  
 After saving the study, a Study ID is assigned and additional navigational features appear 

including Exit, Hide/Show Errors, and Jump To. 
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5. You can proceed through the SmartForm pages using the “Continue” button. Answer each 
required question within each page of the SmartForm and select the Continue button when you 
are ready to proceed to the next page. This will save the information entered. 

 

 
Note: 
 If you select Continue to navigate to the next SmartForm page, you must complete all 

required questions to Continue.  
 

6. You can also navigate between the SmartForm pages using the Jump To menu. This menu 
will adapt based on questions answered on the SmartForm.  For example, the Drugs 
SmartForm page will only appear if you indicated that the study will involve drugs.  

 

Note: 
 If you use the Jump To menu, you can navigate between SmartForm pages without 

entering all required fields.   
 

7. If you want to view help content, select the blue circle question mark. Upon selecting this icon, 
a pop-up window will appear that explains additional details about the question or page. 
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8. If you need to clear an answer selected: 
a.  Select “Clear.”  

 
 

b. This will clear the answer selected. 

 
 

9. If you would like to view the required fields that still need to be completed: 
a.  Select “Hide/Show Errors.”  

 
 

b. All required fields that still need to be completed will display, along with a Jump To link 
directly to the SmartForm page.  
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c. To navigate to another SmartForm page, select the Jump To link. 

 
 

10. To exit the SmartForm, select the “Exit” button.  

 
 

11. If you select Exit and have not saved changes, you will be asked to select whether you want to 
“Save Changes & Exit,” “Ignore Changes & Exit,” or “Cancel.” Select appropriate option. 
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12. After you exit the study, you will be returned to the study’s workspace. 

 
 

13. To open the study to edit, navigate to the study workspace (if you have navigated away from 
the study workspace) through My Inbox or the IRB: Submissions tab.  

 

14. Once you have opened the study workspace, to edit the study, select the “Edit Study” button 
on the study’s workspace.  

 

Note: 

 The study will stay in a “Pre-Submission” state until the study is submitted. 
 The “Pre-Submission” state allows the study to continue to be edited.  


