HRPPWorking Together
ACCESS “OTHER FORMS” FROM MAIN IRB APPLICATION
The IRB has added a way to: 1) access the “Other Forms” page and 2) allow PIs to open and sign a form (e.g., continuing review) directly from the main IRB application without having to close the application itself.

Accessing the “other forms” page
When you click on “Forms (CR, Non-Comp, Deviation, Completion)” (see Figure 1
(A)), a gray box will open showing the other IRB forms that can be created (see Figure 2). The form will be displayed under the heading “Forms (CR, Non-Comp, Deviation, Completion)”. NOTE: If the internet pop-up blocker is turned off, the form will
automatically open in a separate browser window. However, if the pop-up blocker is
turned on, the form will not automatically open and you will need to click on the
name of the form under “Forms (CR, Non-Comp, Deviation, Completion)”.
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Signing a form
When a form is ready to be signed, the PI will see it under the “Forms” heading highlighted in blue. There will be an orange arrow and green pencil next to the form (see
Figure 1(D)). In this example, the PI would click on “Study Completion Report” which
would open the form in a separate browser window. The form could then be signed
and submitted. Once the form has been submitted, it will be removed from the list in
Figure 1.
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The list below explains icons in Figure 1
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Ready to submit
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Form in Edit Mode
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Form ready to be signed
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CHANGE REQUESTS
The IRB acknowledges that at times when you are making changes to an IRB application, the RSS system will pull in sections
that are not being changed. If this happens, indicate in the “Justification” section of the Change Request Form that “No changes were made to this section.” The IRB will fix the issue after the Change Request has been submitted.
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NEW NOTIFICATION HEADER
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You may have noticed that there is
a new header at the top of the IRB
application which indicates when it
is locked by another user. This
header has been added as a way to
clearly indicate who is making edits
to the application. See Figure 3(A)
In the example, Ms. Logsdon would
need to click on the EXIT button
(see Figure 4(B)) before another
user could either edit or sign the
application.
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WHERE TO FIND ACTIVE CONSENTS DURING A CHANGE
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The IRB has made the current approved
consent forms easier to find while you
are waiting for a Change Request to be
approved. The current stamped and IRB
approved consent forms are listed under
“APPROVED CONSENT-active until chng
apvl” (see Figures 5(A) and 6(A)). These
are the only consent forms that must be
used to enroll subjects while a Change
Request is under review. Figure 5 shows
a study that has only one consent form,
which has been modified. Figure 6
shows a study with multiple consent
forms, but only some of them have been
revised. Therefore, there are two APPROVED CONSENT headings (see Figure
6(A) and 6(B)), where you will find the
stamped consent forms that can be used
to enroll subjects.
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If you have questions or are experiencing technical difficulties with RSS, contact Sue Logsdon. Technical difficulties
are easier to manage at the time that they occur. Sue can be reached at (402) 559-3779 or slogsdon@unmc.edu.
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REFERENCE THE FULL PROTOCOL
In certain sections of the IRB application, it is now acceptable to reference the full protocol (not grants). These sections are:
 Section II.3 – Background
 Section II.9 - Inclusion Criteria
 Section II.10 - Exclusion Criteria
 Section II.12B – Methods
 Section II.12F – Statistical methods
 Section II.16 – Risks
 Section II.18F – Subject withdrawal criteria
 Section II.18G – Study Stopping Rules
 Section II.34 – References
Figure 7(A) provides an example of the required information that must be provided
when referencing the full protocol.
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REMINDERS WHEN MAKING PERSONNEL CHANGES
Here are a few things to remember when making personnel
changes:
1. Any time you make a personnel change in Section I,
verify that Section II (those authorized to document
consent) and the consent forms are current. Note: Anyone authorized to document consent must be listed in
Section II of the IRB application AND on the consent
form(s) per HRPP policy #5.1.
2. If you are changing the role of someone currently listed
on the study, add them to their new role first, then re-

5. For non-UNMC/TNMC/CH&MC personnel not listed
when adding a name to an IRB application, click the
REQUEST NAME button, fill out the requested information and send. You will be notified via email once an
account has been created,
6. For UNO faculty, students and staff, you must log into
RSS once before your name will appear in the list of
names to be added to an IRB application. To log in, go
to the RSS page (net.unmc.edu/rss) and click the UNO
icon, choose University of Nebraska Omaha from the

move them from their old role. Even if they were previously listed, you will also need to add them to Section II
and the consent form(s), if they are documenting informed consent.

drop down menu and log in using your UNO username
and password. Fill out the Request Form and state “IRB
submission” as your reason for request.

3. Alternate contact phone number is an optional field.
Therefore, it is unnecessary to fill in a number unless it
differs from the main contact number.
4. If a UNMC/TNMC/CH&MC faculty, staff or student not
listed when adding a name to an IRB application, first
verify that you have the correct spelling and full legal
name of the person you are adding. If you continue to
have difficulty, contact the IRB Office (402) 559-6463.
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