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[bookmark: _Toc261852491]The IACUC Review Process

As a board member, you may receive a notification that you have been assigned to review a submission.  When you log in to iRIS, (https://cortex.case.edu) you will have an Incomplete Task on your homepage.
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Clicking Open will bring you to the Reviewer form.  This form is setup and customized by your institution.  Here is merely an example of the beginning of a reviewers form.  
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To fill out and complete each section of the form, click Save and Continue.  Notice the navigation pane on the left side of the form will build as you build the form section by section.  

A complete list of all your review assignments is also available in the Reviewer Assignment List menu link under your IACUC Assistant.
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This will bring you to a list of submissions you’ve been assigned to review divided into complete and in-complete tabs.  
[image: ]
[bookmark: _Toc261852492]Receiving a Submission to Review
This document will detail the review process for IACUC protocol submissions using the iRIS system. 

When you as a reviewer are assigned a protocol you will receive a system configured email sent to your box. The email will direct you to log into the iRIS system at: https://cortex.case.edu .

When iRIS opens you are at your Home Page. There you will see the following reminder and link to the protocol you’ve been assigned to review.
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[image: ]
To begin the review process click the Open icon [image: ]

The Reviewer Form opens and it acts kind of like a folder in that it contains all of the documents for the submission.

We have found since iRIS was put into production that the best way for you as a reviewer to review a protocol is to first open a blank word processing document and as you go through the protocol by section, put your comments onto this document, then when you are complete add a comment manually and paste in all of your comments into one section instead of using the system ‘pad and pencil’ feature. This will be described further in just a bit.

Submission Form – This form details what was submitted during the final stages of the application submission process and acts like a checklist for the PI to make sure he/she are submitting the correct documentation.
Application – This is the protocol application and where you will be spending a majority of your time during the review process. All previous SubForms are now located and completed within the body of the application and will only be visible when the PI or submitter of the protocol checks the appropriate radio button usingn the Animal Checklist feature located inside the protocol application.
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Tip - When you’ve open one of the submission forms and then return to the Reviewer Form, any form that you have already viewed will then be highlighted in green, as shown above.



[bookmark: _Toc261852493]Submission Packet to the Review Board
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This is an illustration of the Submission Packet to the Review Board that is fairly self-explanatory.



[bookmark: _Toc261852494]Application Review Process
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Section 2.0 contains the actual Application and this is where you review it. Simply select the icon [image: ]that is under the Edit/View column as shown above.
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The default view of the Application is EntireView of the Application. This means that you are viewing the entire application, not just by section although you have that option if you choose.
[image: ]

Simply use the scroll bar on the right to go through each section of the application. Where available, next to each section you will see a comment icon. [image: ]






[image: ]

As you move throught the application the following two icons to the right of the application and just to the left of the scroll bar are worth noting:

[image: ] The first icon indicates that you as a reviewer may add comments or questions to that particular question. Simply click on the icon and a Text Editor will open where you can add your comments. 
By the way, you may also see a comment icon with the help bubble attached. [image: ]

The comment icon enables you as a reviewer to enter specific comments about that section where the icon appears. To enter a comment, first, highlight and copy the question. Next select the icon with a click of the mouse, paste the question into the text area enter your comments. 

When the submission you are reviewing is sent back to the IACUC Coordinator, she will be able to see those comments, and the section that is being addressed so she can pass along those comments/concerns back to the investigator.

When adding a comment first copy either the section and/or the question in that section and paste it into the text editor, then add your comments. This way when the IACUC Coordinator reviews your comments, they can advise the PI what needs addressed and where the concern can be addressed.

[image: ]

For example, if you have a question on the Lay Description you would copy the question using basic Windows copy functionality. 
Then click on the Open Icon [image: ] paste in the question, then paste the question into the text area and add your comments. 

Select OK from the text editor when complete. That comment/question/concern you as a reviewer have will then appear to the coordinator which in turn she will send along to the PI as a Stipulation, Comment, etc.

 To identify a section where you have made a comment, the icon look changes a bit. If a comment was entered in that particular section, the icon will appear as [image: ]indicating a comment has been entered for that section.

Use the Back button within the application, not the browser back button to return to the first page of the Submission Review Packet. [image: ]
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You can go back and review any uploaded study documents which would appear to be attached and opened like the rest of the documentation in this tutorial. Use the Open/Edit/View icon. [image: ]
When completed with that section select the Back button [image: ] to back to the other documentation to be reviewed.

You open and review the other attached documentation, add comments exactly like we previously detailed with the submission application.

Once back on the IACUC Review page, you can add additional comments at the bottom of the page simply by selecting ‘Add a New Comment’, and that ability is then available to you.

[image: ]

When you have completed your review, added your comments and are now ready to send the submission back to the IACUC Coordinator at the bottom of the Review Form you simply indicate that the review is completed by selecting the ‘Yes’ radio button in Section 1.3 at the bottom of the review page.

[image: ]

Then in the upper right corner select ‘Save and Continue to Next Section’:[image: ]


[image: ]
We have found since iRIS was put into production that the best way for you as a reviewer to review a protocol is to first open a blank word processing document and as you go through the protocol by section, put your comments onto this document, then when you are complete with the review add a comment manually and paste in all of your comments into one section instead of using the system ‘pad and pencil’ feature. Select the Add a new comment button.

[image: ]

Check either Major or Minor under the Rank column, then using the Reference drop-down, indicate Application. Then select the little note icon.    
The Reviewer Comments editor will appear, then from your word processing document, paste all of your questions and comments here and select OK. Then select Save and Continue to next section button.


[bookmark: _Toc261852495]Finishing the Review Process

Here is where you will answer the checklist questions regarding the application:
[image: ]

When this page is complete select ‘Save and Continue to Next Section’ button. The checklist for the subsections is next:
[image: ]


Full Review Protocol checklist is next:
[image: ]
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In this section you as a reviewer will sign off on your review. First apply your electronic signature by selecting the green bar Click here to sign the document. [image: ]

Enter your User ID and Password, then in the upper right hand corner select Save button. 
[image: ]

[image: ]
Then select the Yes radio button and Save and Continue to the next section button in the upper right corner of the page.

And finally, the final section indicating the review process is complete:
[image: ]

Select the ‘Exit Form’ button and the review process is complete!


[bookmark: _Toc261852496]Re-Review Process

When the IACUC Coordinator goes back to the Principal Investigator (PI) with your initial comments and changes and then recieves word from the PI that changes were made, you will be notified.

To go back into the submission and make sure your comments and changes were addressed properly the IACUC Coordinator will then assign the submission back to you as the reviewer. 

You will receive an email from the system once again notifying you that a submission has been assigned/re-assigned to you. You will again log into the iRIS application at https://cortex.case.edu and see that you have an incomplete task waiting.

[image: ]

Open the assignment as you did when you initially reviewed the submission by clicking the ‘Open’ icon.

[image: ]

Open the Application or any of the SubForms by clicking the ‘Open’ icon.

[image: ]

Open the Show Rev. (revisions) folder to display all versions of the application.

[image: ]

Select the checkboxes on the left of each version and select the ‘Compare Two Selected Versions’ button.

[image: ]
Please wait while the compare file is being prepared.


[image: ]

When the compare file is ready you can either compare changes side by side within the top pane of the screen. Just use the scroll bar to the right of the right pane, or…..


[image: ]

From the bottom pane, simply use the scroll bar on the right side of the pane to scroll down and view the changes. They will be listed in green.

[image: ]

Once you exit out of the compare, you can go back into the application to that particular section to make additional comments, or if the changes are satisfactory you can simply finish the review by selecting the ‘Yes’ radio button and then the ‘Save and Continue to the Next Section’ button. [image: ]

You then can navigate your way throught the Applicationa and SubForm checklists, then finally exiting the form.

[image: ]
The Review Process is once again completed!
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