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Before You Start 
 
 
 
University of Notre Dame Network ID (NetID) 
 
In order to access the eProtocol application you’ll need a ND NetID. 
 
 
 
Here are some tips for Success in eProtocol: 
 
Recommended Browser 
We do our best to make eProtocol compatible with the most popular browsers, including Internet 
Explorer, Safari, and Mozilla Firefox. However, if you do not have a strong browser preference, we 
recommend the following: If you are on a Windows machine, use Internet Explorer. If you are on a 
Mac machine, use Safari. 
 
Allow Pop-Up Windows 
Pop-up blocking software prevents the eProtocol application from opening certain windows. You'll 
need to make sure that your browser has all pop-up blocking software disabled while using eProtocol.  
 
Avoid Using Browser's BACK Button 
Instead, use the menus and links within the application to navigate. 
 
SAVE Frequently 
eProtocol will time out after 45 minutes of inactivity. Only actions which cause the page to refresh or 
reload (such as saving or navigating to a new section) are indications to the system that your session 
is active. 
 
Read Instructions/Help 
Many pages in the application offer instructions right on the page to help guide you and answer the 
most common questions.  
 
Be Patient 
Some processes can take a minute to run. Although data is loading, your browser may not indicate 
activity. 
 
Sign Out When Done 
Always click “Sign Out” and shut down your browser completely (close all browser windows) when 
you are finished using eProtocol. This will not only help keep your information secure, but will also 
release any edit locks you may have had on protocols, and allow your colleagues on the project to 
open the protocols in edit mode. 
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Getting Started With eProtocol 
 
Navigate to: https://nd.keyusa.net/userLogin.do 
 
 
Create New Protocol (also Clone, Delete, Search, and Review Approved Protocols) 
 
1. Click on the IRB tab to create a human subjects protocol. Please note that IACUC (Institutional Animal Care U 
Committee) is used only for animal protocols. 
 
2. Mouse over eProtocol options to “Create” New Protocol (or to “Clone,” “Delete,” “Search,” “Review Non-Active 
Protocols,” and “Review Approved Protocols”) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click to edit or review existing 
IRB protocol. 

Mouse-over “eProtocol” 
and “Investigator to 

activate drop-down menu. 

Click her to create new 
protocol. 

 

 

to create new protocol. 
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3. To edit or view an existing protocol. 
 

 
 
 
 
 
 
 
 
 
 
 
 

Click to open existing IRB protocol. 
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4. Principal Investigator (PI) information. Personnel information associated with the University of Notre Dame researchers 
will automatically populate the form. You can edit this information if necessary (e.g., add degree or update phone 
number). 
 

 

Identify center, institute, or program affiliation. 

Check here if you have completed CITI training. 
Click the link to go to the CITI website. All 
researchers are required to complete the CITI 
certification. 

Each label corresponds to 
a section of the protocol.  

All students are required to have a faculty 
advisor, and faculty advisors are required to 
sign-off on students’ protocols. 
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5. Primary Subject Pool Population Checklist. This form is for listing the types of subjects involved in your study. 
 

 
 
6. On the Funding screen, indicate if the research is funded and the source of funding. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 

Select all subjects involved in your study. 

Click to advance to Funding screen. 
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7. You must now select the Expedited Review Criteria that is appropriate for your protocol. Leaving the expedited criteria 
blank indicates that protocol must be reviewed by full IRB Committee. 
 
 

 
 
 
 
 
 
 
 
 
 
 

Review type 
selection 

Purpose, Study 
Procedures, 
Background Add 

Attachments 

Complete each section of the protocol. Click 
“previous or “next” will save your work. 
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8. This screen is for entering the details of the study and research design. 
 
 
 

 
 
 
 
 
 

1. Enter (or copy/paste) purpose, 
objectives, research questions, and 
hypotheses here. 

2. Enter (or copy/paste) literature 
review and previous results here. 

3. Enter (or copy/paste) a detailed 
description of plans for collecting 
data. 

4. Enter (or copy/paste) plans for 
analyzing data, data security, and 
storage here. 

After each field is completed proceed 
to the next screen, “Attestation.” 



University of Notre Dame 
eProtocol-HS-Investigator Guide 

!
9!

9. The last section to complete before signing the obligation is the attachment section. This is where you attach all 
supplemental material for your research. These could include: Flyers, Collaborating Investigator’s IRB approval and 
approved documents; Conflict of Interest information; Survey instrument and Questionnaires; Interview/Focus Group 
Questions; Letters of Agreement/Cooperation from organizations who will help with recruitment; HIPAA Authorization or 
Waiver Form from HIPAA-covered entity; and other files associated with protocol. 
 
Most standard files can be uploaded (.xls, .pdf, .jpg, .tif, etc.). 
 
 

 
 
 
 
 
10. The next screen, “Attestation,” (NOT SHOWN) reminds researchers of their ethical responsibilities, federal guidelines, 
and University of Notre Dame’s policies regarding research. It also utilizes a check box as the researcher’s electronic 
signature. 
 
 
Once the form is complete, submit the protocol by clicking on Submit Form in the blue side panel menu. A pop-up will 
appear asking if you want to submit. Click on YES. 
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11. Click on the Check for Completeness left-hand menu option when you believe you have finished entering all of the 
necessary information. The system will then check to make sure that all of the sections in the protocol application have be 
completed. 
 

Note: The check for completeness feature cannot check to see if all of the necessary supporting documents have 
been attached. Be sure to double-check that this has been done before you submit the protocol. 

 
A. If any section is incomplete, the protocol will not be submitted and another pop-up will appear including a link to the 
incomplete section. You will need to click on the link to add the missing information, and repeat steps6-8. 
 
B. If the protocol application is complete, a message will appear on your Investigator Homepage thanking you for the 
submission and the Protocol Event will change to read “SUBMITTED TO IRB.” 
 
 
Once your protocol has been accepted, it will be assigned to the IRB for review, either exempt, expedited, or full 
committee review. You will receive an email for each major event in the review process. You can also see the status by 
looking at the protocol listing on your HOME page in the eProtocol application. 
 
Approved Protocol Applications 
 
Once the protocol is officially approved in the system, it will no longer appear on the top of your home page in the 
Protocols (in Preparation/Submitted) section, but will be visible in the Protocols (Active) section. To see the listing of 
your approved protocols, you will need to click the arrow on the right-hand side of the Protocols (Active) section header 
bar, to expand this section. 
 

 
 

Mouse-over “eProtocol” and 
“Investigator” to activate drop 

down menu. 

To review approved 
protocols, click here. 
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IRB Approval Letter 
 
You will receive an email notification when your protocol application is approved with instructions on how to access the 
approval letter on-line. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To access the approval letter 
for an approved protocol, 
click on “Event History.” 

Click here to access 
the pdf version of the 
IRB approval letter. 
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Re-Submitting the Protocol Form (responding to IRB information requests) 
 
If you receive an email that your protocol was returned, check the IRB Return Notes section to see why. The IRB may ask 
for more information, updates, or clarifications. When you complete the necessary adjustments to the protocol, you will 
need to re-submit the protocol, by again clicking the SUBMIT PROTOCOL option in the left-hand menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Notication of a returned 
protocol. The IRB may 

require more information.  

Click here to return to the 
investigator page. 
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On the return notes screen, the PI can review the requested information. To respond to the IRB requests, the PI will 
simply edit the existing protocol and resubmit it following the process outlined above. 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Click Return Notes to review 
the requested information. 
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Making Modifications to Approved Protocols 
 
 
If you would life to make changes to a protocol that has already been approved, you will need to submit a Modification 
(revision) and wait for IRB approval before implementing the change. Expand your Protocols (Active) section. Click on the 
link for the protocol that you would life to modify. 
 
Once you select Start Modification (Revision) and click OK, a new window will open. This is your Modification Application 
Form. It is a “clone” of your most recently approved protocol, with an additional section in the front, the Modification Form. 
Make the necessary changes to the appropriate sections of the protocol and click submit when complete. 
 
 
 
Continuing Review 
 
Federal regulations require an IRB to conduct continuing review at least annually. You will need to submit a Continuing 
Review (Renewal) application approximately 1-2 months prior to the expiration date of your protocol to allow time for 
processing and review. 
 
A Continuing Review (Renewal) is started/submitted in the same manner as a Modification described above. However, in 
place of the Modification Form section, there will be a Continuing Review Form section that you will need to complete. 
 
 


