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Carilion Clinic PRIS3M:  Partnership in Research Integrity and 
Subject Safety Submission Module

For the best experience, use one of the following 
recommended browsers: 

Allow pop-ups for this site: Certain actions within the PRIS3M application will not function 

if the pop-up blocker is enabled. 
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Important terms and notes: 
• Submission response: Used when the study is in the pre-review 

state. 
• Submission correction: Used when the study has been reviewed by 

analyst and/or IRB Committee and there are additional questions. Also 
referred to as “stipulations.” 

• Questions and instructions are relayed and linked to applicable section in the 
PRIS3M application

PI and study contact(s) will be notified by email that the IRB has 
requested additional information. 

➢Email will be from CarilionPRIS3M@imedris.net and provide link to log on to 
PRIS3M. 

• Email from PRIS3M may go to “Focused” or “Other” tab in Microsoft Outlook 
depending on your personal settings. 

3

mailto:CarilionPRIS3M@imedris.net


Main PRIS3M Dashboard (Under “Study Tasks”) 
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Click here to open 

study submission 

correction and 

advance to Pre-

Review Correction 

Form.

This section of main 

dashboard will take you 

directly to Pre-Review 

Correction Form.
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Another route in main PRIS3M Dashboard (Under “All Studies”) 

This section of main 

dashboard will take you to 

“Study Dashboard” [page 6 

instructions].

Click here to 

advance to “Study 

Dashboard.” 
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Click on hyperlink of text 

to advance to next screen. 

Study dashboard



You will get a pop-up box informing you the IRB is requesting changes. 
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Click here to advance to 

response form.
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Next screen will automatically go to response form.

Instructions are listed on 

this page. Once you 

read over them, then 

click here to advance to 

next screen. 
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Tip from IRB Staff: To make the requested revisions process easier, make a PDF document of 
the requested revisions to view. The Pre-Review Correction Form is a SmartForm, so as you 

make changes, it will navigate away from this page to make the revisions live.

Click this button to make 

PDF document of all 

requested changes. 



A pop-out screen will appear with PDF of 
all requested revisions. 

10

1. Click “PDF 

form.”

2. Select Apply 

Section. 

You can display 

this pop-out screen 

on your computer 

or click “Save” to 

save a copy of 

PDF. 

Creation of PDF reference document
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Each stipulation will be numbered. Stipulation 1 is usually 

informational and provides instructions. 

Scroll down to 

view remaining 

stipulations. 

Strongly recommended 

to save throughout 

entire application. 
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1. IRB analyst will provide 

instructions under 

“Description.”

This section states that 
your actions will be linked 

to application.

2. Click here so 

system will create 

new version of 

application as you 

respond to revisions. 

You will respond to these 
two sections after you 

make hyperlinked 
revisions to application. 

[These instructions are on 
page 15 of this user 

guide]. 
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1. Click here to confirm that PRIS3M 

needs to create another version 

application. 

2. Once clicked, PRIS3M will create new 

version and then open to first revision 

linked in application. 
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Displays the version 
you are working within. 

1. The blue banner displays the 

requested stipulations. You can follow 

the instructions and make changes in 

the application section below. 

2. Click “Save 

and Continue to 

Next Section” to 

move to next 

stipulation. 
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After you complete the linked stipulations in application sections, you will be taken back to the Pre-Review Correction Form [where you started].

1. Make your 
selection here. 

2. Comments must be 
included in this section. 
Some responses may be 
as simple as “ok” 
depending on stipulation.



Revision to Consent Form 
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1. Instructions 

are provided for 

revisions to 

consent form. 

Please read over 

them closely.

2. Click here to revise 

consent form. 
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Click here to 

confirm that you 

want to revise. 
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Click here to 

download copy of 

existing informed 

consent document 

and make 

changes to it. 
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Wait a few moments, and “File Download” box will pop up on computer. Open a copy of the document as a Word file and start making the requested changes. Once all 
changes are complete, save the document to your computer with a document name to identify the correct version of informed consent form for you and your research team. 

Follow the instructions below to check back in revised document.  

System shows the 

date document was 

checked out. 

Use this button to 

upload your 

revised document 

back into the 

system. 

Reminder: After revisions have 
been made, consent form 
cannot be used until it is 

officially reviewed and approved 
by IRB. 
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1. Click here to 

choose your 

revised document 

from your computer.

2. Once you have 

uploaded the 

document, click 

here to save. 
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1. Verify the 

correct 

version was 

uploaded. 

2. Revise the version 

date to track change. 

3. You can tell a 

document has been 

uploaded and 

checked in because it 

is no longer visible. 
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You will be taken back to the Pre-Review Correction Form. 

1. Click “complete action 
to confirm revision was 
made and uploaded.

2. Make your 
selection here. 

3. Comments must be 
included in this section. 

Some responses may be 
as simple as “ok” 

depending on stipulation.

Shows that new 
version has been 

created.



Add supplemental study document 
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If additional study documents need to be upload, follow these steps below.

Click here to upload 
additional study document. 
For example, recruitment 
email as requested in the 

stipulation.
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Click here to upload 

additional document. 
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Click either of the 

“Signoff and Submit” 

buttons. The study 

will be routed to PI 

for signoff. 



If you are PI of study, this notification box will appear. 
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Click here to move 

to signoff screen. 
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This is the screen a PI will view. It displays the documents that are attached with the stipulations. 

PI will need to 

approve then hit 

“save signoff.” 

PI should review each document 

before signing off on revisions. 

Recruitment email 
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On your 

dashboard, you 

will see the status 

has been updated 

to reflect your 

revisions have 

been returned to 

IRB for review. 



Need more help? Contact the 
HRPO team to assist. 

Email IRB@carilionclinic.org 
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