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INTRODUCTION 
 

 

 

The Electronic Institutional Review Board, from here on referred to as the eIRB, is the electronic 

system that makes the process of submitting research studies involving human subjects 

through the IRB review streamlined  and efficient. It eliminates the need for paper and presents 

a glimpse into the future of the Electronic Research Administration. This will provide an easy 

way to process all study related documentation electronically and eliminate the need to fill 

out di fferent forms with identical data . 

 

 

 

Browser Requirements  
Microsoft® Windows 9x, 2000, XP  

 Microsoft® Internet Explorer 5.5 or higher available at 

http://www.microsoft.com/windows/ie/default.m spx  

 

Macintosh OS X  

 Netscape 7.1 or higher available at 

http://channels.netscape.com/ns/browsers/download.jsp   

 
Macintosh OS IX  

Please note that if you are using Macintosh OS IX you w ill have to obtain Netscape 7.0 in order 

for the eIRB to be usable. We recommend upgrading your operating system to Macintosh OS 

X. For information if your computer qualifies for this upgrade please contact the ITG Help Desk 

at (503) 494 -2222.  

 

 
 

System Requirements  
The eIRB system will function on Microsoft® Windows 95 and higher as long as it is Microsoft® 

Internet Explorer 5.5 or higher with cipher strength of 128 bit installed.  

 

The eIRB system will function on the Macintosh OS IX with Netscape 7.0 ins talled.  For optimal 

functionality, we recommend Macintosh OS X with Netscape 7.1 or higher.  

 

http://www.microsoft.com/windows/ie/default.mspx
http://channels.netscape.com/ns/browsers/download.jsp
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REGISTRATION 
 

OHSU Employees  
Open your Internet browser.  

 

Into the address bar type  https://eirb.ohsu.edu/irb   

 

Click t he òEnteró key on your keyboard. 

 

Click the òregister hereó link located in the upper left section of the page under òUser 

Accountó (see Figure 1). 
 

 
Figure 1 

 

Fill out the registration form (see Figure 2) with your current Employee ID, first and last na me as 

they appear in the Human Resources (HR) records, your preferred username (whereby we 

recommend to use the first part of your e -mail address), and your valid, preferred e -mail 

address (i.e. johndoe@ohsu.edu ).  
 

 
          Figure 2 

https://eirb.ohsu.edu/irb
mailto:johndoe@ohsu.edu


 6 

Click on the òRegisteró link located in the lower portion of the page. 

Shortly after submitting the registration form, you will receive an e -mail containing your 

username and temporary password. Go to https://eirb.ohsu.edu/irb , click on òLoginó located 

in the upper right section of the page, and enter your username and temporary password.  
 

 

Non -OHSU Employees  
Open your Internet browser.  

 

Into the address bar type https://eirb.ohsu.edu/irb   

 

Click the òEnteró key on your keyboard. 

 

Click on the òregister hereó link located in the upper left section of the page (see Figure 3). 
 

 
  Figure 3 

 

Click on the òOHSU eIRB Account Registration for Non-OHSU employ eesó link (see Figure 4). 
 

 
         Figure 4 

https://eirb.ohsu.edu/irb
https://eirb.ohsu.edu/irb
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Fill out the form. Please note that the SSN is not required, however, it will help OHSU Human 

Resources (HR) department determine if your employee ID already exists or if they need to 

create a new one.   

  

Click the òSubmitó link.  

  

After you have submitted the form, HR will create an Employee ID for you. You will receive an 

e-mail with this information shortly thereafter. Once you have received your Employee ID, type 

into the address bar https://eirb.ohsu.edu/irb . Click on òregister hereó to register with the eIRB. 
 

 

 

LOGGING INTO THE eIRB 
 

To log into the eIRB, start on the eIRB home page at https://eirb.ohsu.edu/irb .  

 

Once t he eIRB home page has opened, click on the òLoginó link located in the upper right 

section of the page.  

 

Next, enter your username and password. If this is your first time logging in, the eIRB will prompt 

you to change your password. This is necessary for security reasons. Please safeguard your 

password as you should be the only person who has access to your eIRB account.  

 

Please note that providing your username and password to anyone willingly will constitute a 

violation of the OHSU policy regarding the use of electronic resources as specified at 

http://ozone.ohsu.edu/policy/pac/chapt_11/11 -20-010.htm .  

 

Once you have logged in, you will see the initial eIRB page. This page contains useful 

information and updated news related to the eIRB system. After reading the page, click the 

òMy Homeó link located in the upper right section of the page. 
 

 

òMy Homeó Overview 
The òMy Homeó area of the eIRB is considered the starting point of the eIRB system. If you lose 

track of where you are in the eIRB, you can click on the link òMy Homeó located in the upper 

right section of the eIRB system to return to this page.   

 

Please note that on the left hand side of òMy Homeó you have the option to create a new 

study or convert an existing study that has already been approved on paper. Existing studies 

should be converted only after the annual Continuing Review Questionnaire (CRQ) has been 

received.  

 

In the lower section of òMy Homeó area you will find òMy Inboxó (see Figure 5), which contains 

Protocols, Adverse Experiences, Protocol Deviations, Modifications, and Continuing Reviews. 

These require some type of action from you, such as completing the review questionnaire, 

revising the documents as instructed  by an IRB Analyst, etc.  

https://eirb.ohsu.edu/irb
https://eirb.ohsu.edu/irb
http://ozone.ohsu.edu/policy/pac/chapt_11/11-20-010.htm
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 Figure 5 

 

Next to the òMy Inboxó tab you will find tabs for òProtocols,ó òModifications,ó òReportable 

Events,ó and òContinuing Reviewsó (see Figure 6). Each tab contains the same type of 

documents as the name states respectivel y. However, unlike under the òMy Inboxó tab, these 

tabs contain all documents including those currently active or being reviewed by the IRB, 

GCRC, Biosafety, or Radiation Safety.  

 

 
Figure 6 

 

 

CREATING A NEW STUDY 
 

Once you have logged into your eIRB acco unt, click on the òMy Homeó link located in the 

upper right portion of the page.  

 

In the upper left section of the page, click on the òCreate new studyó link (see Figure 7). 
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     Figure 7 

 

The Initial Review Questionnaire (IRQ ) appears (see Figure 8). Answer the applicable questions 

on the page and click on the òContinueó button located in the upper and the lower right 

portion of the page. Alternatively, you may click on the òSaveó link located in the upper and 

middle portion o f the page and the eIRB system will automatically save your IRQ and create a 

new IRB number for your study.  

 

Please note that it is very important to add your name at least to the IRQ in the role of the PI, 

Sub-Investigator or Research Staff before saving or exiting the IRQ. Should you skip this step, 

you will not be able to get back in to the study the next time you log in.  
 

 
    Figure 8 
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Adding Personnel To The Study  
It is important to note that only individuals who have already registered with the eIRB  can be 

added to studies within the eIRB. If you have a question regarding the registration process, see 

the section labeled òRegistrationó in this eIRB user manual. 

 
At the very beginning of the IRQ you will find a section in which you can add study perso nnel 

to three possible categories: PI, Sub -Investigator, Research Staff (see Figure 9).  
 

 
     Figure 9 

 

If you are the Principal Investigator, add your name first by clicking the òSelectó button. If you 

are a Sub -Investigator or part of the Research Staf f, click on the òAddó button.  
 

 
     Figure 10 

 

Once the òPersonnel Selectionó page has opened, click on òSelectó button (see Figure 10). 
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In the òFilter byó drop-down list box, select Last name, First name, Organization, or User ID and 

enter the search  criteria.  

 

Click the òGoó button and your name should appear in the results field.  

Click in the circle in front of your name (see Figure 11) and then click the òOKó button. 
 

 
      Figure 11 

 

You will be returned to the òPersonnel Selectionó screen and your name will now be properly 

listed next to the ò * Select Person:ó label (see Figure 12). 
 

 
         Figure 12 

 

Complete the òResponsibilities and Rightsó sections for each member of the study team as 

they relate to this study (see Figure 13). Since  you are creating and filling out this IRQ, you will 

also need to read and edit rights for this study. For individuals who are actively working on the 

study, but do not need to modify the IRQ, select ònoó for edit rights. Similarly there might be 

individua ls who are in some way associated with this study, but neither edit the IRQ nor read it. 

In that scenario select ònoó for both read and edit rights. 
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Figure 13 

 

 

Updating Edit or Read Rights  
The òUpdate Edit or Read Rightsó action (see Figure 14) located under òAvailable Actionsó in 

the study workspace allows you to quickly change edit or read rights for individuals who have 

been added to the IRQ.  
 

 
 Figure 14 

 

When you add an individual through the òUpdate Edit or Read Rightsó action, they will be able 

to edit and/or read the IRQ of your study. This person will not be automatically added to the 

IRQ as a participant in your study. It is recommended to use the òUpdate Edit or Read Rightsó 

only to modify read or edit privileges of personnel added to the study through the IRQ.  
 

 

 

 

 

 

 


