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SYNOPSIS
These work instructions indicate how to perform reviews in iRIS as an ancillary reviewer (radiation
safety, biosafety and pathology).

Step 1: Receiving Reviewer Assignment

1. Navigate to the ancillary review area by hovering over “My Workspaces,” “Review Assistant” and selecting
“Review Assistant Workspace.”
2. Scroll to the “All Tasks” section of your dashboard; if you have a reviewer assignment, the “Task Type” will
indicate “Reviewer Assignment.”
Note: General navigation of dashboard applies, so you can filter and sort the task list as well as view the tasks
with two different views.
3. Click the paper and pencil edit icon in the “Click to Open” column next to any of your reviewer assignments.

Step 2: Review Assignment (Point Person only)

1. Navigate to the “Submission Components” tab.
2. View the documents to determine if you should do the review or if it should be reassigned.
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a) If you can do the review move on to “Step 3: Performing a Review”.
b) If you would like to reassign it, then continue in this section.
3. Navigate to the “Pre-Review and Screening” tab.

a)
b)
c)
d)
e)
f)

Click on the “Add Reviewer”.
Select the appropriate Reviewer Role.
Select the appropriate Reviewer.
Use the red X to delete yourself if you will not be doing the review.
Click the “Save the Pre-Review Screening” button.
The appropriate reviewer should now have the review assignment in their queue.

Step 3: Performing a review
When performing your review, please keep in mind that any comments you make in iRIS should be meant for either
the SRC (Pathology comments) or the IRB (Biosafety and Radiation Safety).
1. Navigate to the “Reviewer Checklist and Comments” tab.
2. Under “Reviewer Check List,” click the paper and pencil edit icon under “View/Edit” found in your reviewer
role row.
3. This will bring you to your individual reviewer checklist that you must complete in order to perform your
review.
4. In the first section of the checklist, review each submission document by clicking on their hyperlinked name. If
you’re reviewing a new protocol, you do not need to click and review the document titled “Initial Review
Submission Packet.”
5. To make comments directly on submission forms, click the conversation icon on the right-hand side of the
screen; when you do this, an open text field box will appear. Add your comments and click the “Save
Comment” button. To get back to the reviewer checklist, click the “Back” button in the top right-hand corner.
6. When reviewing submission documents other than submission forms (i.e., consent or protocol documents),
click the hyperlinked name of the document.
a) In the new page, find and click the document icon.
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b) To add comments, click the “Add Comment” button on the top right-hand side of the document.
c) Enter your comments in the free text box that appears and click “Save.”
d) Click “Back” when finished.
7. After viewing each applicable document, you can either:
 Move on to the next section.
OR
 Require more information from the study team to complete your review.
If you do NOT need additional information, then you can advance through the checklist to the next section by
selecting the “Save and Continue to Next Section” button in the top right-hand corner.
If you need additional information:
i. Click the back button to return to the review page.
ii. Navigate to the Correspondence tab.
iii. Click on “Add a New Correspondence.”

iv. Complete a correspondence.

A. The send email button will also send the correspondence to the email addresses associated
with the Recipient’s accounts.
B. The preferred subject would be the line copied from letter “E” above so the study team will
receive consistent requests.
C. The Recipients to receive the request are the following:
 Study Contacts
 OHRS Staff member for the submission.
D. We have prepared the “Reviewer Request for Additional Information” Template that can be
selected in the dropdown. After selecting the template and you click the “Import template”
button, the basic study information will be pulled into the correspondence as seen above.
Note: the study-specific information will change depending on the study.
E. This line can be copied and put into the Subject, “B”.
F. The specific information/documents you require can be added after the standard data fields.
G. Click “Save and Send Correspondence” when complete.
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H. The study team will eventually respond with the required information and OHRS will add the
submission document to the submission components.
8. Once you reach the “Reviewer Comments” section of the checklist, review any comments or conditions you
made on any forms or other submission documents:
a) Under the “Form Comment/Condition Review” section, if you made any comments directly to any
submission forms, indicate whether those comment are “Major” (a condition that must be addressed) or
“Minor” (a comment only) by selecting the appropriate radio buttons associated with each comment. To
edit these comments, select the conversation icon next to the comments. After making any changes, click
“Apply.”
b) Under the “Conditions Summary” section, you can add additional comments/conditions by selecting “Add
a New Condition.”
i. Under “Condition Type” select “Comments.”
ii. Enter the comment in the open text field under “Condition Content.”
iii. Click “Save the Condition” when finished.
9. Add a comment (according to 8b above) indicating if the submission is approved by your group or if it will
require committee review (with a date). OHRS will be providing the comments to the IRB, so they will know to
make pending Radiation Safety or biosafety as a condition for approval based on this comment.
10. When you finished with your review, select “Yes” in the “Completion” section of the checklist. Click “Exit
Form.”

