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When you log into the system, you will be brought to your inbox. 

Select the Create New Study option on the left side of the screen. 

2 



You will be directed to the IRB Submission page. 

Complete the information on the Basic Information page. 

3 



For Question 6: Select the MHRI IRB 

For Question 7: Select Yes  

4 



Question 8: If you are asking the MHRI IRB to consider 

only a MedStar site, select “Single Site Study.” 
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Question 9 requires you to upload the protocol. When you select 

Add, a pop up window will appear where you can select the file for 

upload. To upload a file, select Choose File. Then click OK. Then 

click continue at the bottom of the page.  

6 



The next page of the submission will prompt you to select which external 

IRB you are asking the MHRI IRB to rely on. For Question 1, click the 

three dots, which will prompt the appearance of a pop up window. 

7 



In the pop up window, select the IRB you are requesting the MHRI IRB to 

rely on. Then click OK. 

 
Note: The system will have the most commonly used external IRBs listed, but if the one you 

are using is not listed, you will need to contact ORI (MHRI-ORIHelpDesk@medstar.net) to 

have the institutional profile in the system before you can make your submission. 
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Complete the rest of the External IRB page to the best of your 

ability. Please identify the reason why your study should be 

reviewed by an external IRB in Question 6.  

9 



You will be directed to the funding source page. Please 

add a funding source, if applicable, by clicking the Add 

button.  
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If you selected Add, a pop up window will 

appear. Select the three dots to find a funding 

source. 
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A second pop up window will appear. Select the funding source 

from this list and click OK. You will then arrive on the original pop 

up window. Fill in additional information, if applicable, and click 

OK. 

12 



You will arrive on the Study Scope page. Complete the information 

as applicable to your study.  

Note: If you select yes for either question, an additional page will 

appear where you fill out information about the drug or device.  
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If you select Yes to the Drug question, you will see the screen below. Add 

the information about the drug used in your study, using the Add button. 

Complete the drug information in the pop up window using the same 

process you used to add a funding source. 
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If you select Yes to the Device question, you will see the screen below. 

Add the information about the device used in your study, using the Add 

button. Complete the device information in the pop up window using the 

same process you used to add a funding source. 

15 



You should then arrive on the final page. 

Click Finish. 
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You will then arrive at the study workspace. Note that the orange 

status bar on the left side of your screen will say “External IRB” 

You haven’t submitted yet! Please ensure that you 

complete the next steps to submit your protocol. 17 



You haven’t submitted yet! You are currently looking at the workspace for 

the protocol. Click on the link to the local site above the workflow map. 

18 

18 



Click Edit Site on the left hand side of the screen. 
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You will arrive on the study site submission page. Complete the 

information requested on this page and click continue. Note that the 

questions designated with the red asterisk are required. 

20 



The next page will be funding source. Select funding 

source for the study site, if applicable by using the 

Add option. 
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You will then arrive at the Study Team 

Members page. Add the study team members 

by clicking the Add option.  
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For the Research Locations page, add non-MedStar sites 

you are asking the MHRI IRB to review by using the Add 

option. 
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The Local Site Documents page is where you will upload MedStar specific 

documents for the study, like the consent form or recruitment materials. 

24 



You will then arrive on the final page. Click Finish.  
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You will then be directed to the study local site workspace. You 

will now have the option to submit the study.  
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Either before or after you submit, you will also have the option to assign a 

PI proxy for this study. Reference the Assigning a PI Proxy guide for 

detailed instructions. 

27 



Once you click submit, you will see a pop up window 

that will ask for your verification of the listed 

statements. Click OK. 

28 



Your study has now been submitted. Note that the orange study 

status box on the left side of your screen says Pre-Review.  

29 



Congratulations! 

You have successfully submitted a study for 
reliance on an External IRB in the new 
Georgetown-MedStar IRB System! 

 

 

If you have any questions about the steps 
described, please contact the Office of Research 
Integrity at MHRI-ORIHelpDesk@medstar.net. 
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