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Create and Submit an IRB Application in
Kuali 
This guide provides step-by-step instructions on how to create and submit an IRB
application in Kuali. It includes information on navigating the application, completing
required fields, attaching supporting materials, reviewing responsibilities, and
submitting the application for review. The guide also provides tips and reminders
throughout the process. It is a helpful resource for CSU faculty, staff, and students
who need to seek IRB approval for their research projects. 

Navigate to application by clicking the Complete an IRB Application link on the IRB
website https://www.columbusstate.edu/academic-affairs/research/irb/ 

OR 

Go to MyCSU https://mycsu.columbusstate.edu/ 

Alert! The online application is only available to be completed by CSU faculty, staff,
and students. You must use your CSU login credentials to complete the
application. Persons unaffiliated with CSU should contact the IRB at
irb@columbusstate.edu for information on how to seek CSU IRB approval. 
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2 Click "Applications" 

3 Click "Kuali Build" 
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4 On the home screen, scroll down and click "Office of the Provost and Executive
Vice President" to find the IRB Application. 

5 Click the IRB Application tile. 
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Tip! If you click the heart icon in the upper left corner of the tile, you can easily find
the IRB Application again in your Kuali Favorites tab. 

6 Click "New" to start a new IRB application 
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7 Answer the screening questions to determine if your project needs IRB review.
The application will add and remove required fields based on the information you
provide about your project. 

8 If your project DOES require IRB Review, complete and submit the IRB application.
If your project does NOT require IRB Review, please do NOT submit an application.
Always contact the IRB at irb@columbusstate.edu for any questions. 
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9 Use the navigation tabs to move through the application. Sections will be
automatically added or removed based on the responses you provide about your
research project. 

Complete all required fields in each section. Fields will be automatically added or10 removed throughout the application based on the responses you provide about
your research project. 
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11 Required fields are marked with a red *. 

You will attach your individual supporting materials directly to the relevant
sections of the application. Supporting materials include: 

1. CITI Human Subjects Training Certificates 

2. Recruitment materials 

3. Informed Consent forms and Minor Assent forms 

4. Agency approval letters 

5. Copies of data collection measures (ex: demographic questionnaires, surveys, interview 
questions, observation forms) 

You will no longer need to create a merged addendum file. Click "Select a file" to
upload individual documents from your computer. If a file upload section has an *,
you are required to have and submit that type of supporting document. Add
additional lines to attach multiple documents to a field. 
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The provided section information outlines what information must be included or12 addressed in each section item. Failure to provide all requested information will
result in the application being returned for revisions or denied. 

Click these "?" icons for additional clarification about questions or terms13 throughout the IRB application. 
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14 Click "Save" periodically so you don't loose your progress! 

Once you have completed the entire application, carefully review the15 responsibilities of the Research Team 
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Faculty supervising student projects should carefully review their additional16 responsibilities. 

17 Once the application is complete, click "Sign this form" 
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Click type, draw, or image to add your signature. You must sign your complete18 name, as it is on file with the university, or the application will be returned for
revisions. 

19 Click "Save" 
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20 Click the "Date" field. 

21 Select the date you are signing the application. 
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Click "Submit" when you are ready to submit your application for review by the22 IRB. Once you submit your application, you won't be able to make changes to it
unless it is returned to you by the IRB for revisions. 

Alert! The PI completes, signs, and submits the application. If there is a Co-PI 
listed on the project, they will receive a notification email once the PI submits
the application. The Co-PI will be prompted to click a link in the email to access the
application, review and make any edits, and sign the application. The Co-PI must
complete this step before the IRB will receive the application for review. 
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If you have not completed any of the required fields, the form will let you know by23 providing an error message after you click "Submit". Click "Details" for information
on what fields have not been completed. 

The form will also highlight which section(s) have missing information. Click on the24 Section tab to navigate to the section and add the missing information. 
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Missing fields will be highlighted with red font and will include the notice "This25 field is required." 

After correcting all the errors, click "Submit" again. 

Saving and Returning to a Draft Application 

Once you have saved your application, you can click this X icon to leave the26 application and return at any time to complete it. 
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To return to your application and continue editing it, click "My Documents" on27 your Kuali home page. 

28 Click "Drafts" to find and edit applications that have not been submitted. 

Click "Submitted" to find a copy of and the status of applications that have been
submitted for review. 

Made with Scribe - https://scribehow.com 17 

https://scribehow.com


Click on the application that that you want to review and/or edit. Once your draft29 application is ready for review, submit it following the instructions above. 

Tip! Contact the IRB with any questions: irb@columbusstate.edu 
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