Tips when responding to stipulations/ pre-review comments and revising existing documents:
•

The instructions and screen shots below provide guidance to assist investigators with their response to stipulations. When possible, the HRPP office
recommends that you use two browsers (e.g. Chrome and Firefox) when responding to stipulations/ pre-review comments. This will allow you to use one
browser to view and respond to your stipulations/ pre-review comments, and the other to revise and upload study documents. Note – you will need to
save the page and hit refresh to update the screen in the browser you are viewing and responding to stipulations/ pre-review comments if you choose to
use two browsers.
Processes that are specific to the use of a single browser and to the use of two browsers are identified in the instructions where applicable.
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Navigating to the pre-review comments/stipulations page
•
•
•

Log in to iRIS
Scroll to your tasks
Click to open the task called either ‘Submission Correction’ or ‘Submission Response’. Note other paths may give you a read-only version of the application,
so we recommend accessing the submission using this method.

•

Once you have opened the task, you will able to view all the stipulations/ pre-review comments associated with the review from the ‘Stipulations and
Comments’ page. If you have opted to use two browsers to respond, you will need to begin from this page in each browser.
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Responding to Stipulations/ Pre-Review Comments
•

Each stipulation/ pre-review comment requires the investigator to address the following in their response:
o Indicate if you accept the stipulation
o Complete the text field to indicate how you have addressed the item, or provide justification for rejecting the item
o Change the action to ‘Complete Action’ (this option will be available after you have revised the document)

•

You will need to click ‘save section’ at the top of the screen to capture your responses to stipulations/pre-review comments. If you are using a single
browser to respond to stipulations/ pre-review items we recommend you complete this action after responding to each stipulation to avoid losing
information.
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•

Two Browsers: As a reminder, you will need to click ‘save section’ and refresh your browser to update the screen in the browser you are viewing to respond
to stipulations/ pre-review comments.
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Revising the application/protocol that is linked from a specific stipulation
•
•

•

When applicable, the stipulation/ pre-review comment will be linked to the HRPP Application and Protocol, and identify the section and question requiring
revision.
Click ‘Revise Existing’ next to the linked HRPP application and protocol

The system will take you directly to the section of the application the stipulation/ pre-review comment is linked to so you can make the applicable revisions.
Make sure to click ‘save section’ before leaving the section to avoid losing information.

5

•

Single Browser: Once you are finished making the revisions, click ‘back’. This will take you back to the stipulations page so you can provide your response
(i.e. accept/reject the stipulation/ pre-review comment, address the text field, and complete the action).

•

Note – if there are more stipulations requiring edits to the application/protocol, going forward you will now click on the new version of the document in
order to make the edits, rather than ‘revise existing’. The rest of the instructions remain the same as previously noted.
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•

Two browsers: Once you have generated a new version of the application in one browser, you will use the application section menu on the left side of the
screen to navigate to other sections in order to complete all the revisions rather than clicking ‘back’. Make sure to click ‘save section’ or ‘save and continue’
before leaving the section to avoid losing information. Use the other browser screen to view and respond to each stipulation/preview comment as
previously noted.
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Revising an existing study document that is linked from a specific stipulation
•
•

When applicable, the stipulation/pre-review item will be linked to the study document(s)
Click ‘revise existing’ next to the document you wish to revise, then click ‘check-out unapproved document’

•

The document will download and be visible at the bottom of the screen in a few moments. You can ignore the downloaded document if you already have a
copy on your computer that you have edited. The downloaded document is available only in the event you do not have existing access to the file. If you
need to use it, open it, and save it to your computer so you can make the requested revisions.
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•

When you are ready to upload the newly revised version of the document click ‘check-in document’

•

Click ‘Browse’ or ‘Choose File’ to find the document on your computer and make sure to upload the revised document. Then click ‘Save Selected File’
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•

Click ‘save changes’ in the top right corner of the screen

•

Single Browser: If there is another stipulation/pre-review comment requesting revisions you have not already addressed in the document, and you have
already checked the document back in, you will need to click on the new version that was created and continue to edit it by using the check-in/check-out
process previously described.
Two browsers: If there are multiple stipulations/pre-review comments requesting revisions for this document, we recommend you make all edits before
checking the document back in.
Note the HRPP does not recommend logging out the system with a document ‘checked-out’. Please ensure all documents have been ‘check-in’ before
logging out to avoid potential system issues.

•
•
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Revising the application/protocol that was not originally attached to the submission (Submission Types other than
Initial Submissions)
•

When revisions are requested in the application, and a revised application was not included with the submission, a stipulation will be forwarded requesting
a revised application/protocol. To make the revisions, click ‘add a new application’, and then click ‘add a revision’.
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•

Revise the applicable sections of the application/protocol and make sure to click ‘save section’ before leaving a section to avoid losing information. When
your revisions are complete, go to the last section of the application/protocol (i.e. ‘Application Questions Complete’) and click ‘save and continue’.

•

To add the newly revised application/ protocol to the submission click on the check box under ‘select’, then click ‘add attachment’
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Adding a new document
•

If you have been asked to upload a new document that was not previously submitted, you will need scroll to ‘Submission Components’ the bottom of the
‘Stipulations and Comments’ page, and click on ‘Add New Component’

•

Choose the type of document you have been asked to upload

•

You will be given the option to add one or multiple documents
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•

•

•

Enter the document title, version, version date, category, and then browse your computer to upload the document file. If you are only uploading a single
document (i.e. you did not choose ‘add multiple documents’, then you will click ‘Drag your file here or click in this area’ in order to browse and upload from
your computer.
Then click ‘save record(s)’ or ‘save document’

The far left column will confirm when the document has been attached to the submission. If the document has not been attached to the submission, the
box in the column next to the new document will have a check box. To attach the document click on the checkbox, then click ‘attach’
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Submitting the response back to the HRPP
•

When you are ready to submit your response to stipulations/ pre-review comments and the revised documents to the HRPP office, you will click ‘save and
continue’ in the top right corner on the ‘Stipulations and Comments’ page.

•

If you are the PI, you will see the ‘Signoff and Submit’ button. If you are a study team member, the button will read ‘Notify PI for signoff’. If you are notifying
the PI for signoff, they will receive an email and a task requesting that they submit the response.
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•

The PI will now ‘approve’ the submission, then click ‘save signoff’
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