A-Tune IRB User Guide: Creating a New IRB Application

1) Login to ERMP using your NTU account. Click on IRB to access the module
In the username field, please enter the appropriate domain name followed by your NTU username (e.g.
"staff/(NTU username)".
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Select the desired filter criteria below and click “Apply Filter” to customize your view.
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https://ermp.ntu.edu.sg/tickatlab/default.aspx
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Enter the Application title

Title

Protocol Number:  IRE-2020-060

[ & Back ] I M Save and open document I

e Insert your Study Title and select SAVE AND OPEN DOCUMENT to open a new blank form. IRB protocol
number is calculated automatically. Prefix: IRB-Number: Year in 4 digits and a sequential number within the year.

3) Add relevant personnel under the Personnel tab on the left.
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e C(lick on ‘EDIT SELECTION’ in each required section.
a. ‘Principal Investigator’: A single user, responsible for the protocol.
‘Co-Investigators’: Can edit the protocol on behalf of the PI.
‘Key Personnel’: Can only view protocol.
‘Student PI’: Can only view protocol.
‘Reviewers and Signers’: Need to endorse the protocol before sending for IRB review.
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e To search for a user by name, enter the name below, then click ‘“APPLY FILTER’. Next, click on ‘TEAMS’
below to view the results. (Do not click on the |+ box)
e Alternatively, click on ‘TEAMS’ then “Clt+F” to search for a user.
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e Select a username and click on “APPLY CURRENT SELECTION”.
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e Under the ‘Reviewers and Signers’ section, please select your ACR/ADR-role based account who have
to endorse the protocol before IRB review.

4) Go to the Training tab to ensure team members have the required training certifications.
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®  Check all the boxes under ‘IRB Training’ and then click “REFRESH” to retrieve training status from the
system. List of Users are auto-populated as entered in the ‘Personnel’ tab. Training completions are auto-

populated.
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5) Fill up all the other relevant tabs on the left.
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6) Submit your IRB application.
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Declaration of Principal Investigator (*)
o L will not iniiate this study until | receive approval notification from NTU-IRB (and any other
regulatory authonty approval, if applicabile),
» I will conduct the research according to the IRB approved protocol, and will not initiate any
change in the protocal without prior written approval from NTU-IRB, except when it s necessary
to reduce or eliminate any immediate risks to the research subjects, Thereafter, | will submit the

T o proposed amendment to the NTU-IRB and other relevant authority for approval,

S « I will maintain all relevant study records and signed consent documents in accordance with NTU
policy, and récognize that the NTU-IRB staff and regulatary authonties may inspect these
records,

Hecrudmont

« I will promptly report any suspected offence or contravention, unexpected or serious adverse
events, unanticipated or incidents that occur in the course of this study.

» [ understand that failure to comply with all applicable regulations, institutional and NTU-IRB
policies and requirements may result in the suspension or termination of this study,

« [ declare that there are no existing or potential confiicts of interest (financial or other) for any of
the study team members participating in thvs research study and thew immediate family
members, If there are, | have declared them in the relevant section of this application form,

« I confirm that all the information provided herein is true and sccurate at the ticme of submission. |
have the ultimate responsibility for the conduct of this study, the continued ethical acceptability
of this study, and the protection of the rights and welfare of the research subjects,

I 3 1 have read and agrea 10 the above, I

e Pl must agree with the assurance statement before submitting the protocol for review.
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e  Then click on WORKFLOW = PRE-REVIEW AND SIGN. Your application will be sent for ACR/ADR

Frequently encountered issues:

1) Pop-up blocker not disabled

a. Google Chrome

ii.
V.

Select the Chrome menu located at the top right-hand corner

Select Settings > Expand Advanced located at the bottom of the page
Click on Content Settings

Turn Off the Block Pop-ups option

b. Internet Explorer

c. Firefox

Select the Tools menu located at the top right-hand corner
Click on Internet Options
Under Privacy tab, uncheck the box under Pop up blocker to turn it off

On the Tools menu, click on Options
From the Content tab, uncheck Block Popup Windows and click “OK”



2) The form is locked and not editable.
Go to the “Action” drop-down menu and “Check-out” your form to make it editable.
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3)

work often.

How to save the document for later?
Click on ACTION and select the relevant option. Tick@lab does not auto-save, therefore we recommend saving your

a. ‘Save & Check-in’: Saves the document and checks it in.

b.

versions within a workflow step.
‘Print PDF’: Select to print the currently opened document.

‘Validate & Save’: Select to detect any uncompleted mandatory questions or fields.

‘Save’: Saves the document. The document remains checked out.
c. ‘Save New Version’: Saves as a subversion (e.g. 1.2). You can use this function to keep track of different
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4) How to insert an attachment?

Select ‘Attachments’ to attach a document to a specific tab. The paper clip icon next to a tab indicates that

attachments exist on that tab.

€ Back to overview

=

& Attachments

[bmton

Generad Information

] [Bvern




Click on ‘Browse/Choose File’ and locate your document. Provide a description on the description box. Select ‘ADD’ to
list the document in the ‘Attachments’ section below. Select ‘APPLY TO DOCUMENT’ at the top to apply the
attachments. (Make sure correct section tab is selected on the left.)
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This application is linked to a previously approved study.
Go to ‘Protocol/Form Links’ tab and click), click on ‘EDIT SELECTION’ to link a previously approved protocol (either
AUP or IRB). Provide details in the text box below.

Ganers! Tnfurmistion

1f Wiy DREP is Nokod o anathe COL IRB, 18C ar AUP farm, phasse sefoct the sppropriate em It yeu are enabie to Tind °
ptocel 10 link, pleadd ol D spprodoiate Coondinatiy and s 10 e added L0 the Fls Acsss (uneg

Fanmat Agphcation
& Edit selection

Praject Information

Mo, of entries: O

e e S [T T S

Trateing No. of entries: 0

e b * ADDITIONAL DETAILS FOR LINKED PROTOCOLS AND FORMS )
Misugeal Specimens

roc. Label GQuesscnatre Prisoco®semaninba MlpTess
Tvestipatisnal ODrays or Devaes

e SUbgecss [afaring 1f sdditives! details wesd to e discussed regarding any of tha linked protecol above, Sesoribe them below.
Recrutmen Answer

Bata Collectinn & Frotection
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Select either AUP or IRB under Type of Protocol. Select any available protocol by clicking on it. It will be added to the
‘Current Selection’ below. Select ‘APPLY CURRENT SELECTION’ to transfer to your IRB application form.

Protocol/Form selection

FileassignPopUp. Laded Selectables MelpText

Type of Protocol: Institutional Review Board Protocol (IRB) v

No. of entries: &7

m)sa5>»
b rocsie T

IRB-20-30 29/4 +
IRB-20-48 Bala HBR application m
:)%g'zo)o Buying behavior during & crisis +



# CURRENT SELECTION

©) Apply current selection ]

FleAssignPopUp. Labal. Assignment. Help Text

No. of entries: |

Protocol Title Type of Protocol
iRB-20-48 Baia HBR application };\':tev:.uhmal Review Board Protocol ]

No. of entries: 1



