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PERSONNEL CHANGE SCREENSHOT GUIDE 

Within your submission, select IRB Study Amendment 

 

 

Click on Add a new Form on the top right 

 

 

Section 1.0-Is prepopulated 

 

 

Click on Save and Continue to Next Section 
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Section 2.0-Enter date, modification number (depends on previously submitted), and select Personnel 
Change Request  

 

Click on Save and Continue to Next Section 

 

Section 3.0-Click on Setup Key Study Personnel Request on the right 

 

First screen is to add personnel 
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Enter at least the last name of the person you are trying to add, the click on Find User/Search Directory. The 
person will display as shown below.  If you would like to see the training that has already been completed, 
click on the graduate icon. Otherwise, click on Select. 

 

 

The next screen will ask to select a role for the person being added and whether you would like for them to 
also be included as a study contact who receives all system notices. Click Save when complete. 
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Once the selection is made, the person being added will display below, under the category selected.   

 

To remove existing personnel from the study, click on the second tab on the left, in red, Remove Personnel 
List. This will change to white and will display everyone currently listed.  Select those that are being 
removed. 
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Once selected, the names will display under the section Remove Personnel List (see below).   If the name(s) 
do not display in this section, the system will not recognize that they are being removed. When complete, 
click on Close Setup of Study Personnel. 

 

This will return you to section 3.0, Setup Key Personnel Request section.  The names of those being added 
and/or removed will display on this section in the applicable categories. 
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Click on Save and Continue to Next Section 

 

Section 4.0-Enter a description and reason for the modification 

Click on Save and Continue to Next Section 

 

Section 5.0-Attached a revised protocol and application, if applicable. 

Click on Save and Continue to Next Section 

 

Signoff and Submit when complete. 


