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Package
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Select a country by clicking on its 
name.
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Enter a room and navigate to the 
Start-Up area.

1

Select the Countries section from the 
Navigation Bar.
This will display the list of Countries 
for the study.
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Click on the Add button in the ribbon  and 
then choose from Create New or Create 
from Existing. The latter duplicates an 
existing submission package, but allows 
the user to make edits before committing.
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In Step 1, add the name of the package and any 
comments.
If creating from existing, the name will be pre-filled; 
we recommend changing it to avoid confusion.
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Select Agency Submission in the 
left-hand panel. 
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The Agency selector field 
comes pre-filled, and in most 
cases will not contain a 
different selection if opened.
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In the last step, drag, browse, or search
the current room for the documents to 
include in the submission.
Click on Create Package to finalize.
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In the second step, select or add the Country(ies) that the submission will cover. 
If the IRB selected is local to a country, as in this example, no selection will be 
needed.
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You may edit the documents you 
select, using the options in the 
ribbon (see image below).
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The submission package is listed with all others relevant for the selected Country. 
It can be Edited or Downloaded. Once the submission is ready, Select a package 
to call up the side panel.  
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In the side panel, click on 
Change Status.
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Once the package has been 
received, the user should update the 
status to Submitted.
Use the selector to change the 
status, then click Save.

After the status is saved as Submitted, 
users can operate the selector again to 
update to the appropriate status at the 
time (ex. Approved, Rejected, 
Withdrawn).
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