Quick Reference Guide: How to Create/Submit an Amendment
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4. Select the Active Tab to view a list of
all your currently approved protocols.
Find your protocol that needs to be
amended in the list of Submissions.
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6. Answer the questions on the
following page briefly describing the
changes you are making and explaining
why. Hit Continue to move on to the
protocol.
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7. Scroll through the protocol pages until
you get to the pages relevant to the
change you are making. Make the
appropriate changes to the protocol to
fully describe the changes.

If you are adding personnel, all new
personnel should be added on the Protocol
Team Members page and then have duties

assigned to them on the Procedure

8. Click “Save” and then “Exit”

Click Continue to present the protocol SmartForm. Make the necessary chan

SmartForm

o the protocol in the appropriate sections of the
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9. On the left side of the screen, under
My Current Actions, there should be a
“Submit” button. Click on that button to
send the amendment to the IACUC office
for pre-review.
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