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User Guide: IRB Members 
 

Last Update 08/01/2022 

Intended Audience IRB Members 

Purpose 
 

To provide IRB Members with step‐by‐step instructions on how to conduct a 
review of a study for the Full Committee Meeting 

Follow the steps below to review the agenda and protocols for an upcoming 

meeting: 

STEP 1. Close all open web browsers. 
 

STEP 2. Open a new browser and go to: https://carilionclinic.imedris.net/ 

 
STEP 3. Login using your Carilion ID and password. 

 
STEP 4. Ensure you are in the Review Board Workspace in the IRB Assistant Workspace by 

hovering the pointer over “My Workspaces” on the left of the page and clicking on 

“IRB Assistant” if necessary. You will know you are in the correct workspace if you 

see IRB at the top of the page in the blue bar. 
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STEP 5. Click the Reviewer Dashboard button in order to access the protocol and 

supporting documents for review, even if you have not been asked to be a Primary or 

Secondary Reviewer. 

 

 

 
STEP 6. You are now in the Reviewer Dashboard. Select the correct meeting date under 

Upcoming Committee Meeting. You will then be able to see all the items on the 

agenda. Click on the pencil and paper icon to access each separate study submission. 

 
 



Page 3 of 8 

User Guide: IRB Members (v.08.01.22) 

 

 

1: Select the correct meeting date 

2: Click on pencil and paper 
icon to select the study 
submission 
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STEP 7. You will then be taken to the Initial Review Submission Packet for the study. You can 

view a summary and the study personnel on the General Information tab. To start 

reviewing the study, click on the gray Submission Components tab on the left. 

If you wish to make a PDF packet of all study documents, you can click the boxes in 

the PDF packet column for the documents you want to include, then click “Create PDF 

Packet” button on the right side. 

 

 

STEP 8. If you do not create a PDF with all the documents included, you can then review the 

individual submission component you wish to review. For the IRB application, you 

can see the entire application at once using the scroll bar on the right side, or you can 

view the application section by section. You can use the Print Friendly button on the 

top right to create a PDF copy of the application to save it to your computer. 

 

 
 
 

 

 

 

 

1: Select 
documents 

2: Select create PDF packet to save to your computer 

Click on a component to view 

Click here to open in a new window to allow 
for side-by-side comparison 
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If there are additional components to view (such as consent documents or other 

supplemental materials), use the back button right above the Print Friendly button to 

get back to the list of components. 

 

 

 
 
 

STEP 9. When you are finished reviewing the application and supporting documents, if 

you have a major concern with the application or supporting documents, you 

can navigate back to the Initial Submission Packet page by clicking the back 

button. You will click the Submission Review tab on the left of the page an 

additional drop-down menu will appear. You can select what you would like to 

do next or just click and it will take you to the next page, which has all of the 

options on one page.  
 

On this page, you can add comments by clicking on the Add Member 

Comments button and make your comments in the text box, then clicking 

Save. Please reference the specific section/question that your comment 

applies to so it is easy for the IRB staff to reference.  

 

 
 

Scroll bar 
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You can select if you want your name linked to your comments and if you would like to share them with the other 

members.
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SELECTED PRIMARY OR SECONDARY REVIWERS: 
 

For protocols in which you were not selected as a Primary or Secondary Reviewer, you will review the 

study documents as described above. 

If you were notified that you have been selected as a Primary or Secondary Reviewer for a protocol, 

please first review the above instructions on navigating to the meeting agenda. To conduct your review 

and complete the required checklists, follow the below instructions. Please complete your review and 

enter your comments as soon as possible after you receive the request so that the IRB can communicate 

with the PI regarding any issues that may otherwise result in the study being tabled. 

 
 

STEP 1. When in the Reviewer Dashboard, click on Task List at the top left of the 

screen. You will then see any studies for which you were assigned as the 

reviewer. Click on the PDF icon so you have a PDF of the entire submission 

packet. Review the documents, and keep this open to review while you 

complete the checklist under Step 2. 

 

Click here to show studies assigned to you as a reviewer 

• This is the only study for which you have to complete a checklist 

• You can click on the PDF icon to PDF the entire submission packet so 
you can review it while you complete the reviewer checklist 

• To access the reviewer checklist, click the paper and pencil icon 
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STEP 2: To open the Reviewer’s Checklist, you will click on the pencil and paper icon. 

The checklist that you need to complete will automatically display. If you wish to 

use the Reviewer Panel, which will show you the application and attached 

documents in a separate window, select the Reviewer Panel button. This is 

for your convenience only. If you have PDF’d the application, you will likely not 

need to open the Reviewer’s Panel. 

 

 
 

 

 

 

 

 
 

 

 

• If you wish to have the application open while you review the 
checklist, click the reviewer panel button 

• This is the cover page to the checklist, click save and continue 
to next section to proceed to the checklist 

This is the reviewer panel that opens as a separate 
window. Click on the blue bar (submission forms or 
application), then you can click on the bar that shows 
up underneath.  



Page 9 of 8 

User Guide: IRB Members (v.08.01.22) 

 

 
 
 
 
 

STEP 3: Complete the Reviewer’s Checklist by answering the questions and making 

notes regarding any concerns under the applicable Criteria for Approval. Be sure 

to click the Save Section button if you are entering long responses. When you 

click Save and Continue to Next Section button, your responses will also be 

saved. 
 

Please make sure you reference the specific application section and question 

number if it applies to the application. You can also add general comments at 

the end and select the applicable section of the application or the supplemental 

document. Indicate that you have completed your review by clicking Yes under 

the final question “Have you completed your review?”. If you have not 

completed your view, you can come back to this form and data you entered and 

saved will be there when you return. 

 

 

 

 

 

To make comments on any section of the application, 
click on the + sign in the green circle  
and you will get a popup box where you can enter 
comments.  

Be sure to select Save Comment when you have finished. You can return to 
these and edit as necessary, prior to your final decision.  
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STEP 4: Once you have completed the Reviewer’s Checklist and selected that you 

have completed your review, the IRB staff member will be notified. You will be 

contacted if there are any questions about your review. 

 
 

STEP 5: If you wish to get back to the Reviewer Dashboard to review other studies, click 

the Back button in the system (not your computer back button) and select the 

applicable meeting agenda. 

 

 

 

 

1. Proceed through the checklist sections by clicking Save and Continue to Next 
Section 

Add any comments 

Once you have completed your review, it will be returned to the 
IRB and you will not be able to make any other edits.  


