Copying Exempt Wizard Forms

Each time an IRB application is approved for a study, the approved application is retained and
can be accessed from the main study page. To modify an approved Wizard study, to submit a
Study Status Check In, or to close a Wizard study, the most recently approved application
should first be copied and then edited as needed. Follow along with me as | show you the
process of copying Wizard forms for the purposes of modification, study status check in, and
project closure.

1. From your OneAegis dashboard, click on the “IRB” tab.
2. Then, click on the Study’s IRB ID to open the Study Page.

On the Study Page, you'll see
e a host of general study information,
a list of current personnel,
the Reference xForm, and
all Events for the study, dating back to the initial submission.

3. Today, we’re looking to copy the most recently approved application, so we’ll be
working with the Reference xForm, which is here.

4. To the left, you'll see an icon that looks like two pieces of paper with a green plus sign.
This is the “copy” icon. Click it to generate an editable copy of the most recently
approved Wizard form. . . like this one.

5. The next step is to select the reason you are completing the form, whether it's to modify
the study, submit a study status check in, or close the project. Note that you may only
select one reason for completing the form. For example, if you received notice to
complete a study status check in but also need to modify procedures or personnel,
select “make changes” as the reason for submitting the Wizard form.

6. From here, you'll want to use the dropdown menu along the top, as well as the “Next”
buttons at the top and bottom of the screen to navigate between pages and complete
the form. Be sure to read instructions and complete all applicable fields. Two things to
pay attention to as you respond to questions:

e First, if you are submitting for study status check in, and your responses indicate
that the study is actually ready for closure, an orange notification box will appear
and instruct you to update your reason for completing the form. You'll use the
“Previous” button to navigate backwards and then select the updated reason.



e Second, if submitting changes or a study status check in and an updated response
indicates that your project is no longer eligible for Wizard review, a different orange
notification box, like this one, will appear at the bottom of the screen, prompting
you to submit a regular application for IRB review. Use the link below the orange box
to create a regular IRB application that you can then complete and submit for IRB
review.

7. If you do not see an orange notification box at any point, then when you reach the last
page of the form, you'll click “Submit.” From here, the Pl will need to review responses
and sign the form, after which it will be auto processed in OneAegis.

And that's it! You now know how to copy Wizard forms for the purposes of modification, study
status check in, and closure. If you run into problems or have questions, please contact the IRB
office at IRB@iastate.edu.
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