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Logging into IRBManager 
 
To log into IRBManager, enter the following link in your browser:  

https://mercyhealth.my.irbmanager.com 
  

Enter the username and password you were provided. Enter the Client name as MercyHealth, if not 
already displayed.  
 

 
 
 
 
 
Upon logging in, you will see your dashboard. 
 

 
 
 
 
 
 
 
 

https://mercyhealth.my.irbmanager.com/
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Dashboard At-A-Glance 
 

 
 
 

 
 

The center of your dashboard also 
contains 4 sections. 
 
Studies displays the number of studies 
you are associated with, your role, and the 
next study due to expire. 
 
xForms will display the number of 
unsubmitted xForms, those being 
processed at a later stage, and those 
awaiting your attention. 
 
Events specifies the number and type of 
open study events. 
 
My Studies lists all studies you are 
associated with, the PI, the expiry date, 
and the study status.  Click on the study 
number to open a study. 

The left sidebar contains 4 separate sections. 
 
Actions is where you can access xForms (electronic submission forms) for NEW 
submissions. 
 
Recent Items allows quick access to anything you’ve recently viewed in 
IRBManager. 
 
Messages welcomes you to IRBManager. 
 
My Docs & xForms displays xForms and Attachments. 
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Changing Your Password and more 
To change your password or contact information (i.e., email address), click on your settings at the 
top right side of your landing page. 
 

                                                                            
 
It is important to keep your contact information current, especially your email address, as all 
communication generated in IRBManager is sent via email. 
 

               
 
 

Notices is where the IRB Administrator can post 
information that may be of help to research staff, 
including meeting and submission deadline 
dates, special notices, and contact information. 
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Creating a New Study Submission 
 

 
 
 
 
Previewing a Form 
To preview a form, click on the printer icon next to the form name.  Please note that all questions may 
not be applicable to your study. 

                                                        
   

 
 

Jumping Between Pages in a Form 
The submission forms are built so that you cannot move forward to the next page until all questions 
on the current page are answered.  However, you do have the ability to jump between pages of any 
form by clicking on the down arrow next to the title of the page you are on and selecting another page 
to jump to. You can select Save for Later at the bottom of any page and return to the form later to 
resume completion.                  
                                                                     

 
 

You will find your unsubmitted form on your dashboard.             

To submit a new application for review, click on the form name, if 
listed, on the left sidebar of your dashboard or select Start xForm 
and make your selection from the list of the available xForms. 
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Adding Collaborators to a Submission Form 
 
A collaborator can be added to any form.  If you initiate a form and want to allow another individual 
access to review, edit, and/or submit the form, simply click on the Collaborators link at the top of any 
page of your form. 

                                       
 
 
A new window will open.  As you begin to enter the email address, the name of the individual should 
appear.  Click on the name of the individual to add as a collaborator. 
  

 
 
 
Next, select the type of access you would like to grant that individual.  Add any specific notes for the 
collaborator if applicable, and click on the Add button.  An email will be sent to the individual notifying 
them they have been added as a collaborator to your form. 
 

 
 

 
You will see the individual has been added to the form and their level of access.  The list of current 
collaborators is also updated. 
 

 
 

NOTE: The author of the form can 
also REMOVE any collaborator by 
simply clicking on the red X next to 
the individual’s name. 
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Study Home Page At-A-Glance 
 
To view a specific study, click on the study number under “My Studies” on your dashboard. 
 

 
 
 
The top section is the Study section containing basic study information including the study title, 
assigned study #, name of the reviewing IRB, sponsor, type of review, level of risk and more.  
 
Study Reference Documents will list the current approved protocol. 
 
The Study-Site section primarily reflects the study site, study status, approval dates and name of  
the PI. 
 
The Study-Site Contacts section lists all additional research study staff associated with the study. 
 
The Events section lists every event submitted and reviewed by the IRB.  The most recent 
submission is listed at the top with all other events listed in reverse chronological order.  To the right 
of the event column is "ATT" where you will find all attachments associated with that specific event. 
 
The Study-Site Emails section contains emails generated in IRBManager specific to the study. 
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Submitting Forms on Active Studies 
 
To submit an amendment, continuing review report, unanticipated problem, item of information, etc. 
for an active study, you must be in that specific study, so the system knows which study to associate 
your request with.  To open an active study, click on the study number under “My Studies” on your 
dashboard. 
 

 
 
 
Once the study is open, select Start xForm under "Actions" on the left sidebar, and select the 
appropriate form from the list of available options.  
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Electronic Signatures 
 
When a submitter, who is not the PI, submits a form, the PI will receive an email notification that a 
form was submitted and requires their electronic signature. The PI can go directly to the form by 
clicking on the link contained in the email (example below). They may also open the form by clicking 
on “1 xForms awaiting your attention" displayed on their dashboard. 
 
 
 

 
 
 
 
 
On new study submissions and continuing review reports, two (or more) signatures are required.  The 
initial signature verifies the information in the form and the signing off on PI Assurance.  If a Waiver of 
HIPAA is requested, the PI will be required to sign off on that as well.   
 
After the PI has provided the required electronic signatures on the submitted form, they may wait  
30 seconds or so and refresh their dashboard and the Forms Section should again reflect there is   
“1 xForms awaiting your attention" or they may wait until they receive an email notification advising 
their signature is required on financial conflict of interest (FCOI).  Click on the link to open the form 
and provide your electronic signature on FCOI or to complete the FCOI disclosure form.  An email is 
also sent to all research personnel requiring their electronic signature on FCOI as well (see example 
below).    
 
 

 
_______________________________________________________________________________________ 
 
If any research staff are not affiliated with Trinity Health, the submitter should note this where 
indicated in the application and those individuals will receive an additional email requesting their 
electronic signature on a Confidentiality Agreement. 
 
 
NOTE: A study is not fully submitted until ALL research staff have provided the required 
signatures and the status of the submission is in the "NOTIFY IRB" stage. 
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Checking on Submission Status 
 
To check on the status of a submission, click on the link of xForms being processed at a later stage 
found on your dashboard. 
 

 
  
 
 
Each submission will display the stage it is in, in the IRB review process. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

NEED HELP? 
 
Contact the IRB Administrator, Cindy Johnston, at johnstom@trinity-health.org or 616.685.6198. 

mailto:johnstom@trinity-health.org

	Logging into IRBManager
	Dashboard At-A-Glance
	Changing Your Password and more
	Creating a New Study Submission
	Previewing a Form
	Jumping Between Pages in a Form
	Adding Collaborators to a Submission Form
	Study Home Page At-A-Glance
	Submitting Forms on Active Studies
	Electronic Signatures
	Checking on Submission Status
	NEED HELP?

