
Training Course for MIRB3 Members

Navigating webIRB & Conducting 
Full Board Reviews 

V051310MIRB
3



What you will learn 

1. How to Login
2. About “My Home”
3. How to get information about the IRB Meeting
4. The IRB Meeting Agenda
5. Reviewing Smartforms
6. Adding Reviewer Notes
7. Finalizing your Review



Links to Sites 
at:http://ohrpp.research.ucla.edu

Click Links and 
Contacts



webIRB and Training Links
Click the link to 
the webIRB 
Sandbox site



Login#1
Click Login



Login#2

1. A Sign In
screen will 
appear. 

2. Enter the 
Logon ID 
and 
Password for 
your Role

3. Click Login



My Home 
2. Navigation Bar

(find your way home)

3. Inbox with Links 
to items needing 
review

1. If you have 
multiple roles, click 
on Committee 
Member



Sample Email with Assigned Review

You have two sources of 
information about IRB 
meetings: 

• You will receive an e-mail 
with the meeting agenda and 
one with links to your assigned 
studies for review, and

•The link to your Committee 
from your Home page



Upcoming Meetings 

Link to your Committee from 
your Home page. Click on it.



Upcoming 
Meetings 

Click on the 
Link to the 
Upcoming 
Meeting 
(5/13/2010)



IRB Meetings: The Agenda

1. Click Confirm 
or Decline to 
attend the 
meeting

2. To see the 
complete agenda 
click View Meeting 
Agenda



IRB Meetings: The Agenda

View of the 
agenda 
with links 
to 
documents 
and to 
study 
materials 
for review.

https://webirbsandbox.research.ucla.edu/SAN
DBOX/CustomLayouts/Meeting_Agenda-
Minutes?mode=Agenda&Project=com.webridg
e.entity.Entity%5BOID%5B4ADF08B0E4D7CC
46ACBC6536C2FC8316%5D%5D#

https://webirbsandbox.research.ucla.edu/SANDBOX/CustomLayouts/Meeting_Agenda-Minutes?mode=Agenda&Project=com.webridge.entity.Entity%5BOID%5B4ADF08B0E4D7CC46ACBC6536C2FC8316%5D%5D
https://webirbsandbox.research.ucla.edu/SANDBOX/CustomLayouts/Meeting_Agenda-Minutes?mode=Agenda&Project=com.webridge.entity.Entity%5BOID%5B4ADF08B0E4D7CC46ACBC6536C2FC8316%5D%5D
https://webirbsandbox.research.ucla.edu/SANDBOX/CustomLayouts/Meeting_Agenda-Minutes?mode=Agenda&Project=com.webridge.entity.Entity%5BOID%5B4ADF08B0E4D7CC46ACBC6536C2FC8316%5D%5D
https://webirbsandbox.research.ucla.edu/SANDBOX/CustomLayouts/Meeting_Agenda-Minutes?mode=Agenda&Project=com.webridge.entity.Entity%5BOID%5B4ADF08B0E4D7CC46ACBC6536C2FC8316%5D%5D
https://webirbsandbox.research.ucla.edu/SANDBOX/CustomLayouts/Meeting_Agenda-Minutes?mode=Agenda&Project=com.webridge.entity.Entity%5BOID%5B4ADF08B0E4D7CC46ACBC6536C2FC8316%5D%5D
https://webirbsandbox.research.ucla.edu/SANDBOX/CustomLayouts/Meeting_Agenda-Minutes?mode=Agenda&Project=com.webridge.entity.Entity%5BOID%5B4ADF08B0E4D7CC46ACBC6536C2FC8316%5D%5D


Preparing for the Meeting: Quick View of 
the Agenda to see Reviewer Assignments

2. Electronic Studies: 

- Click the link to go to 
the study Work Space.

- Click [View] to see any 
staff notes and/or 
attachments. 

1. Paper Studies: 
Click [View] to see the 
submission attachments



IRB Meetings: Study Workspace

Information Tabs



Information Tabs - Documents

Click on the 
Documents Tab to 
see the links to all 
of the documents 
attached to the 
application. 

(Note: The links are 
also available in the 
application. For this 
demo – blank 
documents have 
been uploaded)



Information Tabs – Training Log

Click on the 
Training Log Tab 
to see the links to 
training 
documentation, CVs 
and other 
background 
Information



Information Tabs – IRB Requests 

Click on the IRB 
Requests Tab to 
see a list of all of 
the IRB Member 
and Staff Reviewer 
Notes

(Note: The notes 
are also displayed 
in the application)



IRB Meetings: Study Workspace

1. Click View 
Study to open 
the Smartform

Note: if you just 
want to read the 
smartform without 
adding reviewer 
notes, you could 
use the Printer 
Version



1. Navigate 
through the 
Smartforms with 
the Continue
button (forward) 
and Jump To
Menu (back)

IRB Meetings: 
Navigating Smartforms

2. Click on the Jump to Menu to 
go to application sections

• Red Titles – Where you are

• Black Titles - Required 
sections

(You will not see the sections 
that are not required.)

3. Jump to Section 10.1



IRB Meeting: Reviewer Notes
1. If the Reviewer Notes are not showing, click on the little arrow 
on the right side of the yellow bar.

2. This is how the staff comments will appear. 



IRB Meeting: Adding Reviewer 
Notes
1. Click Add

Note: These 
notes are only 
visible to the 
IRB Members 
and IRB Staff –
not to the study 
Team

2. A text box will 
appear. Type in your 
notes. Then click OK



IRB Meeting: Adding Reviewer 
Notes

1. Here’s how 
the IRB 
Member and 
Staff review 
notes will 
appear.

- The notes 
should relate 
to the items 
on the page. 

2.You can navigate from 
note to note by clicking 
“next” or “previous” as 
applicable. 



IRB Meeting: Adding Reviewer 
Notes

When you have 
finished your review of 
the application, click 
Exit to return to the 
Study Workspace



Finalizing Your Review

1.  When you 
are done with 
the review, click 
Finalize 
Review in the 
study 
workspace. 

2. A screen will 
appear. 
Complete it. 
When you are 
finished, click 
OK



Create/Edit COI

2. Click Create/Edit 
COI

1. Return to 
My Home



Complete COI Smartform
1. Click Add, if 

applicable. A 
select screen 
will open (b). 

2. Search and 
select the 
name. 

3. Click OK when 
finished

4. Complete item 
2.0, if applicable.

5. Click 
Finish 
when you 
are done. 

b
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Note: If you 
do not have 
any COI, you 
can exit the 
screen 
without 
entering 
anything. 



Where to get Help



How to Logon to the “real” Site

When you click “Login” 
you will see this screen.

Enter your UCLA Logon 
ID and Password. 

Then click Sign In



Questions? 
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