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1.0 Access to IRBManager 
1.1 How to access IRBManager 
IRBManager is set to only allow access for FranU and FMOLHS affiliates.  Your User Name is the 
email address you enter when registering.  Professional email accounts should be used, not 
personal accounts like Gmail, AOL, Yahoo, etc. 

• Anyone affiliated with a project needs a Contact record created in IRBManager   

o For instructions see section – 8.0 How to Submit Contact Record Forms 

1.2 How to log-in to IRBManager 
• Go to https://franu.my.irbmanager.com/ 

 

• Click “Click here to register” (red circle) if you do not have an account   
• You only provide your email address the first time you log-in 
• After confirming your email address, click “Next” 

 

• IRBManager sends a temporary random password that allows you to log-in the first 
time.  Then you are prompted to change your password.  Subsequently, each time you 
log-in, enter your User Name, Password and Client ID (FranU). 

https://franu.my.irbmanager.com/
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2.0 Passwords 
2.1 What happens at your first log-in? 

When you log-in for the first time with your temporary random password, you are prompted to 
change your password. 

2.2  Change your initial password and proceed 

• Enter current password 

• Enter new password (must meet the “Valid Password” requirements) 

• Confirm new password 

• Click “Update” 

 

Upload the following documents after you register: 

• Current CITI Training Certificate 

• Current Professional License (if applicable) 

• Current CV or Resume 

It is important to furnish this now and keep it current.  It becomes part of your IRBManager 
Contact record and auto-populates in IRBManager when completing forms.  IRBManager sends 
email reminders as the expiration dates near so you can update these documents.   

For instructions see section – 8.0 How to Submit Contact Record Forms  
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2.3  Forgotten Password or Account Locked 
Be sure to remember your User Name (your email address) and password, you will need it to 
log-in in the future.   

• While you are logged in to IRBManager you can use your IRBManager password to 
provide your electronic signature 

 

• If you forget your password, click “Forgot Password?” (green circle) from the log-in 
screen 

• Fill in the information requested, and a new password is emailed to you and your 
account is unlocked 
 

NOTE:  IRBManager locks your account 

• If you enter the wrong User Name/Password three times, as a security precaution. 
• If your account is inactive for 12 months.  

For assistance email the IRB Office to reset your account at IRB@franu.edu.  

mailto:IRB@franu.edu
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3.0 Dashboards 
Your Dashboard is the first screen you see when you log-in to IRBManager.    

NOTE:  To return to your Dashboard from other screens, click the “Home” tab (green arrow). 

Power Dashboard or Bubble Dashboard (see examples below).  Their appearance is 
different, but their functionality is the same.  The NEW Bubble Dashboard is considered 
more visually friendly using tabs to navigate.  For instructions on how to change your 
dashboard see section - 3.1 Selecting Your Dashboard. 

3.0a Example of Power Dashboard 

 
 

3.0b Example of Bubble Dashboard 
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3.1 Selecting Your Dashboard 

To switch from Power Dashboard to Bubble Dashboard: 

• Click “Use Bubble Dashboard” (red circle) 

 

 

To switch from Bubble Dashboard to Power Dashboard: 

• Click Person Icon located in the upper right corner of the screen (red arrow) 
• Select “Use Power Dashboard” from the drop-down menu 

 

 

  



8 
 

4.0 Navigating the Power Dashboard 

 

4.0a Power Dashboard - Headings 
On the left side of the screen, there are the following headings: 

1) Actions (red arrow) 
2) Recent Items (blue arrow) 
3) Messages (purple arrow) 
4) My Docs & xForms (gold arrow)   

NOTE: xForms refers to forms you create in IRB Manger. 

4.0b Power Dashboard - Actions 
Links to go directly to frequently used xForms, “Start xForm” and other actions.  In this 
example, there are six available actions (red box). 
4.0c Power Dashboard - Recent Items 
Links to go directly to the most recent items you viewed in IRBManager. 

4.0d Power Dashboard - Messages 
Area where the IRB sends communications to all system users. 

4.0e Power Dashboard - My Docs & xForms 
Links to go directly to your lists of attachments and xForms.  
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4.0 Navigating the Power Dashboard (continued) 

 

4.0f Power Dashboard - My Studies Section 
“My Studies” section displays headings with links to go directly to the studies, xForms, Events:     

1) Studies (red arrow) 
2) xForms (blue arrow) 
3) Events (purple arrow) 
4) My Studies (gold arrow) 

4.0g Power Dashboard - Studies 
Links to go directly to Studies you are “associated with” and/or the “PI” (active/total counts) 

4.0h Power Dashboard - xForms 
Links to go directly to your xForms with current disposition:  unsubmitted, processing at a later 
stage, and awaiting your attention.   

4.0i Power Dashboard - Events 
Links to go directly to your Events (grouped by name), such as Initial Submission events and 
Total Open events.  NOTE:  An xForm may be complete/approved, but the Event stays open until 
the IRB Board is notified of the status at their next meeting.   

4.0j Power Dashboard - My Studies 
Links to go directly to user’s studies (active/closed) along with sortable detail columns. 
 
NOTE:  To return to your Dashboard from other screens, click the “Home” tab (green arrow).  
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5.0 Navigating the Bubble Dashboard 

 

 
5.0a Bubble Dashboard - My Studies Tabs 

Each tab across the top of the screen (red box) has a section with links to frequently used 
xForms (green box) and a link to “Start Other xForms” (red arrow).  NOTE:  xForm refers to 
forms you create in IRBManager 

5.0b Bubble Dashboard - Studies 

Links to go directly to your active and inactive studies 

5.0c Bubble Dashboard - IRB 

Links to go directly to your active and inactive Studies.   

5.0d Bubble Dashboard - xForms 

Links to go directly to your xForms (grouped by disposition), unsubmitted, processing at a later 
stage, awaiting your attention, etc.  Also, there is a link to go directly to list of “All My xForms.” 

5.0e Bubble Dashboard - Events 

Links to go directly to open Events (grouped by type), initial submission, continuing review, 
modifications, etc.  NOTE:  An xForm may be complete/approved, but the Event stays open until 
the IRB Board is notified of the status at their next meeting.   

5.0f Bubble Dashboard - Notices 

Area where the IRB sends communications to all system users. 

NOTE:  To return to your Dashboard from other screens, click the “Home” tab (green arrow).  
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6.0 Update My Settings 
To edit your profile settings, return to your dashboard by clicking “Home” tab (green arrows). 

6.0a Power Dashboard Example - Update My Settings 
• Click “your name Settings” (red arrow) 

 

6.0b Bubble Dashboard Example - Update My Settings 
• Click Person Icon located in the upper right corner of the screen (purple arrow) 
• Select “your name Settings” from the drop-down menu. 

 

6.0c Update My Settings – Edit Settings selection screen 
• Both dashboards open the “My Settings” Edit Settings selection screen. 
• Click on your selection and follow the prompts. 

 

• For instructions to “Change My Password” or “Change My Profile” see sections:  
o 6.1 Change My Password 
o 6.2 Change My Profile  
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6.1 Change My Password 
After selecting “Change My Password” from the My Settings “Edit Settings” screen, “Change Password” 
data entry screen opens 

 
• Enter your old password 
• Enter new password 
• Enter new password again to confirm 
• Your password must meet the “Valid Password” requirements shown  
• Click “Update” 

 

6.2 Change My Profile 
After selecting “Change My Profile” from the My Settings “Edit Settings” screen, “User Information” 
data entry screen opens. 

 

• Update User Information fields 
• Click “Update” 
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7.0 How to Start an xForm 
Forms you create using IRBManager are called xForms.  To start an xForm, return to your 
dashboard by clicking “Home” tab (green arrows). 

7.0a Power Dashboard Example - How to Start an xForm 

• Click any link to the frequently used xForms (green box) if you know the xForm name 

• Or, click “Start xForm” (red arrow) under Actions for complete list of xForms 

 

7.0b Bubble Dashboard Example - How to Start an xForm 
• Click any link to the frequently used xForms (gold box) if you know the xForm name 
• Or, click “Start Other xForm” (purple arrow) on xForms tab for complete list of xForms 

 

7.1  Select xForm to Start 
Both dashboards open the “Select xForm to Start” selection screen. 

 

 

• Click the xForm you wish to start (red box) 
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8.0 How to Submit - Contact Record Forms 
• New Contact (xForm) 
• Researcher Information (xForm) 

Anyone affiliated with a project needs a Contact record in IRBManager.   

8.1 How to Submit - IRBManager-New Contact (xForm) 

• To begin see section 7.0 - How to Start an xForm 

• Click “IRBManager-New Contact” from the list of xForms 

• Contact data entry screen opens 

• Enter the email address for the user to add to IRBManager.  Use professional email 
addresses (i.e., @franu.edu, @fmolhs.org, @lsuhsc) 

• Warning appears if the email is already assigned to another contact (red arrow) 

• Fill in required field(s), enter expiration date(s) and attach backup document(s) 
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8.1 How to Submit - IRBManager-New Contact (xForm) (continued) 

• Click “Next” if you are ready to submit this xForm (red arrow). 

• Or, click “Save for Later” to save progress and return later from your Dashboard. 

 

• If your form is complete, click “Submit” (purple arrow) and close window. 

 

 

NOTE:  After you click “Submit” IRBManager processes the new contact information and a 
notification email is sent to you (the submitter) and the new contact just entered confirming the 
information is registered with IRBManager.  

You MUST FIRST receive the confirmation email BEFORE the new contact name appears 
in the drop-down list to use as the PI, Faculty Advisor or Study Staff Member(s). 
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8.2 How to Submit - Researcher Information (xForm) 
By submitting researcher information and keeping it current it becomes part of the Contact 
record and the data auto-populates in your xForms in IRBManager.  

• To begin see section 7.0 - How to Start an xForm 

• Select “Submit CITI, License and C.V. or Resume” from the xForm list. 

• Researcher Information data entry screen opens.  

 

 

• Enter expiration date(s) and attach backup document(s). 

• Click “Next” if you are ready to submit this form (red arrow). 

• Or, click “Save for Later” to save progress and return later from your Dashboard. 

 

• If your form is complete, click “Submit” (purple arrow) and close window. 
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9.0 How to Submit - Active Study Forms 
• Request for Study Amendment (xForm) 
• Reapproval Application or Closure Notification Form (xForm) 

You must be a study staff member and first find the study on your dashboard 
before you can start a request to amend, extend or close an active study. 

• Start from your dashboard by clicking “Home” tab (green arrows). 

9.0a Power Dashboard Example - Active Studies List 

 

 

• In the “My Studies” section (red arrow), click the link to your Study Number. 

9.0b Bubble Dashboard Example - Active Studies List 

 

• From the “Studies” tab, click the link to your Study Number (purple arrow) 
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9.0 How to Submit - Active Study Forms (continued) 
• Both Dashboards open the Study Detail Screen 

9.0c Study Detail Screen 

 

• Click “Start xForm” under Actions (red arrow). 

9.0d Study - Select xForm to Start Screen 

 

• Make your selection form the list of available xForms (red box) 
• For instructions to amend, extend or close see sections –  

o 9.1a-c Request Study Amendment (xForm) 
o 9.2a-c Reapproval application of Closure Notification Form (xForm) 
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9.1 Request for Study Amendment (xForm) 
“Request for Amendment” form is required for any substantial change to your IRB-approved study.  Do 
not implement any changes unless you submit this form and receive approval from the IRB. 

• Click “Request an amendment” from 9.0b Select xForm to Start Screen 
• Amendment data entry screen opens. 

9.1a Request for Study Amendment (xForm) - Data Entry Screen 

 

 

• The top of the form auto-populates with your study detail information 
• Enter the Required information and supporting document(s) (red arrows) 
• Click “Next” (green arrow) to advance to the Signature screen 
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9.1b Request for Study Amendment (xForm) - Electronic Signature Screen 

 

• Enter your IRBManager password (red arrow) to electronically sign this form 
• Click “Next” (green arrow) to advance to the “Submit” screen 

 

9.1c Request for Study Amendment (xForm) - Submit Screen 

 

• Click “Save for Later” to save your revisions and access from your Dashboard later 
• Or, if your form is complete, click “Submit” (purple arrow) and close window 

  



21 
 

9.2 Reapproval or Closure Notification (xForm) 
This form is used to either extend or close your study.  You will need to submit the “Reapproval or 
Closure Notification” form prior the expiration date of your IRB-approved study.  You have the option to 
request a one-year renewal or to close your study if it is complete.    IRBManager sends email reminders 
as the expiration date approaches. 

• Click “Reapproval Application or Closure Notification Form” from 9.0b Study - Select 
xForm to Start Screen 

• Study Status data entry screen opens 

9.2a Reapproval or Closure Notification (xForm) - Study Status Data Entry Screen 

 

• The top of the form auto-populates with your study detail information  
• Enter the Required information (red arrows) 
• Click “Next” (green arrow) to advance to the “Subject Information Data Entry” Screen 
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9.2b Reapproval or Closure Notification (xForm) - Subject Information Data Entry Screen 

 

 

• Enter the Required information 
• Electronically sign using your IRBManager password (red arrow) 
• Click “Next” (green arrow) to advance to the “Submit” screen 
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9.2c Reapproval or Closure Notification (xForm) - Submit Screen 

 

• Click “Save for Later” to save your revisions and access from your Dashboard later 
• Or, if your form is complete click “Submit” (purple arrow) and close window 
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