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Project Creation 

 
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 Registration section of this manual.  

 

 
 

 

 

 

 

2. On the left side of the page, select Create New Project, under “My Projects.” 

 

 
  

http://www.irbnet.org/
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3. The following screen will appear: 

 

 
 

4. Enter the title of the project and your name.  If the study is sponsored, please enter the 

funding agency’s 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 Continue and you will be taken to the Designer page and this screen. 
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6. All forms are located in the Library on IRBNet. To download all necessary forms, click 

on the “Forms and Templates” tab. 

 
 

 

7. You will be taken to this screen: 

 

 
 

All forms are located in the Library 

manager on IRBNet.   
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8. Download any files by clicking the paper icon next to the title, complete all necessary 

fields, and save to your computer to upload. 

 

9. Make sure you have completed all sections of the IRB Application Form and created all 

separate documents for possible recruitment materials, surveys, and informed consent 

forms.  

 

10. Once all necessary forms have been completed, click My Projects and select your 

current project. 

 
11. Navigate to the Designer page to upload application and all supporting documents. 
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12. Once you click, Add New Document, this screen will appear. 

 
 

13. In the Document Type drop-down box, select Application Form. 

  

14. Browse for the file on your computer and click Attach.  

 

15. Attach all supporting documents such as surveys, interview questions, CITI Training 

Completion Reports, site verification letters, etc. as separate documents and label them as 

such. Your completed designer page might look something like this: 
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16. Once all files have been uploaded, you may need to share your study with others.  

Student PIs (principal investigators) must share their project with a faculty advisor 

before submitting so they can add their signature. A PI might also share with other 

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

with IRBNet.  

 

17. Select the Share this Project tab located on the left side of the page. 
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18. The following screen will appear, select the first option Share. 

 
 

 

 

19. 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 (University of Southern  

Indiana).   
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20. Once the organization is selected, you will need to search for the specific user using the 

page below. (User must have their own IRBNet account in order to share with them). 

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

colleague to have a particular level of access. 

 

 
 

 

 

 

 

 

21. Once the user is found, you may grant appropriate level of access.  Within the comments 

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. Then  

click Save.    
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22. Click the  Sign this Package tab on the left side of the page.  Remember, student PI’s 

must have a faculty advisor sign the package before they can submit the package for 

review.  

 

 
 

 

23. Select your role in the project.  If you are the principal investigator, select this option 

from the drop down box.  

 

 

 

24. Once you click Sign, 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 e-

mail notifying them of your signature too.  Similarly, when your advisor signs the 

package, you will receive an email notification.   

 

25. A package cannot be submitted until everyone has signed the package.  If you have a 

faculty sponsor, the sponsor must sign the package before you submit the package 

to the IRB for review.  
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26. 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.   

 

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

 

28. Under Project Administration select Submit this Package. 

 

 
 

29. The page below will appear.  Make sure to select University of Southern Indiana IRB, 

Evansville, IN and click Continue. 
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30. Select New Project, from the dropdown box.  Feel free to add any comments and click 

Submit.  

 

 
 

 

 

31. This will lock your project and the Office of Sponsored Projects and Research 

Administration will be notified of your submission so the review process can begin.  You 

will receive a time stamp for the submission.  

 

 
 

 

 

 

 

32. If you have forgotten to add a necessary document or need to make a quick change to a 

recently submitted project package, please contact our office at rcr@usi.edu or (812) 465-

7000.  

 

 

 

 

mailto:rcr@usi.edu

