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Review instructions, then begin to add your project documents 
(attachments and document wizards) for submission purposes.

✓ Select 
appropriate 
document and 
download. 

✓ Drop down menu 
reveals 
institution-
specific libraries.

Assemble your Submission Package 
Researcher 1

Training Energizer

✓ If your institution requires the 
completion of an online 
IRBNet Document Wizard, 
click ‘Start a Wizard’ and 
select the form here.

2
✓ Drag and drop, or 

click ’Attach New 
Document’ , to 
add multiple 
completed  
documents at 
one time.

1



8

Multiple documents may be added at once by clicking ‘Attach New 
Document’, or by dragging onto the page from your desktop.

Assemble your Submission Package 
(continued)

Researcher 1

Training Energizer
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✓ Incomplete documentation is indicated within the Document 
Type field. Submission packages with incomplete items are 
prevented from submission.

Finish incomplete documentation.
Researcher 1

Training Energizer

✓ Incomplete items are indicated in 
(red).

✓ Click (please select) to choose 
Document Type.

✓ To finish incomplete (incomplete) 
Smart Forms, click the (    ) pencil. 

1 3 42

View document

View document 

revision history

Update 

Delete document

1

3

4

2
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Be sure to link any required T&C documents, from the T&C records 
of any team members shared on the project.

Add relevant Training & Credentials 
(T&C) records, as required. 

Researcher 1

Training Energizer

✓ Click to Link any necessary 
T&C documents to this 
package.  

✓ This lists all T&C 
documents for every team 
member ’shared’ on this 
project.

✓ NOTE: For information on uploading 
and managing T&C documents, see the 
New User Registration energizer.

✓ Submission package notes 
may be added here to aid 
later reference by your team.


