
How to add a Collaborator to an IRB application 

As the preparer/submitter of 
an IRB application, you may 
want another person to give 
you feedback before you 
submit the application to the 
IRB.   
 
NOTE – PI’s and Co-PIs will NOT 
automatically have viewing 
rights while the application is 
being completed, unless they 
are the person who started the 
APS. Only the person who 
started the application has 
viewing and editing rights.   
 
To add a collaborator and give 
them viewing or editing rights 

click  at 
the top of the application form 
near the navigation dropdown. 

 
 
 
 
 
 

  

The collaborator window will 
pop open.   

 
Begin typing their name or 
email address in the box next 
to “Email”.  Select the person 
to add. 

 



Skip the “Add Contact” 
steps, if the name 
appears. 
If the desired name does 
not appear, go back to 
the first page of the 
application form and click 

 

 
The Add Contact Form 
will open. 

 
Provide the required 
information.   
 

 
 

 
NOTE - The last question 
on the contact form 
allows you to choose if 

 



the person will be able to 
login to the system.  
Selecting “yes” will send 
an email to them for 
changing their password.   
 
To be listed as a 
collaborator, a login is 
needed. 

 
NOTE – for contacts who do not need to view the form but need to be listed as PIs on 
the form, select No.  They will not receive an email. 

Click “Next,” and  
“Submit” to add the 
person to the 
IRBManager system.   
 
Wait 1-2 minutes and go 
back to “Collaborators” to 
add them.  Note - the 
collaborator does not 
need to be listed as a 
project personnel to be 
added as a collaborator. 
 
 

 
 

 
 

After selecting the person to 
add as a collaborator, chose 
the type of access you would 
like to give to the collaborator.  
“Edit” will allow them to 
modify the answers to 
questions.  “View Only” will 
allow them to read and leave 
notes, but not edit the content 
in the answers to the 
questions. 
 
Each person can have different 
rights. 
 
Note – a Login password is 
required to open the form that 
they are collaborating on. If 
you add someone who does 
not have a login, please contact 
ORI to have a login email sent 
to them or tell them to use 
their email address and select 
“forgot password” to get a 
password setup. 

 



The collaborator will receive an 
email notifying them that they 
have been added as a 
collaborator.  The link to the 
application will be provided in 
the email.   
 
As a collaborator, they will only 
be able to see the application 
that you gave them access to.  
If they need to view other 
applications of yours, please 
repeat the steps in each 
application. 

 

They will also be able to see it 
on their IRBManager home 
page. 

 

 

The collaborator will need to 
login. 
 
If they are already users of the 
system, they will click the 
appropriate link for either non 
UL login or UL login. 
 
If they are not users of the 
system, but were designated as 
a collaborator, they can use the 
IRBManager issued login and 
“forgot password” to get a 
password set up. 
 

 
As a “view only collaborator,” 
the collaborator can use the 
“Add Note” link to leave notes 
on specific questions.  As a 
collaborator with editing rights 
they can change the text within 
the question answers. 

 



To view the changes made by 
each person, click “View Audit” 
for any question.”  The “View 
Audit” window for the question 
will open. 

 
If multiple people are editing at 
the same time, you will not be 
able to see the changes made 
by others until “Next” or “Save 
for Later” at the bottom of 
each page is clicked by the 
person making the changes …. 

 

and you refresh your web 
browser. 

 
 


