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User Manual 
 
This user manual is designed to assist in the use of IRBNet for submission of Conflict of Interest (COI 
disclosures.  You will find assistance in registration, SFID submission, SFID updates and annual 
submissions.  If you have any problems or questions please feel free to contact the Office of Research 
Integrity for assistance. 
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1. Registration Instructions 
 

1. Go to http://www.irbnet.org 
 
2. In the upper right hand corner, right below the login boxes, click the New User Registration 

button. 

 
  
3. Fill in your name, choose a user name and choose a password. 
 

   
4. Accept the Terms of Use 
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5. Next, add an affiliation. In the Search for and organization box, type Marshall University and 
click “Search”.  Highlight Marshall University (in the lower box) and click “Continue”.  

 

  
6. Enter your telephone number and a working email address.  The email you use here will be the 

one used by the IRB board to communicate with you for approval and questions.  Your email 
address will not be used for marketing purposes.  

 

  

7. The last screen will confirm the information you have entered.  Make sure that in the second 
box, it lists Researcher at Marshall University.  Click the Register button. 
   

8. Once you have clicked the Register button, an email will be sent to you.  If you do not receive 
that confirmation email in a short period then check your spam folder to see if it is there.  If the 
notification is in your spam folder then mark it as “Not Spam” and click “Deliver”.  That email 
contains a link which will confirm your registration.  Once you click that link, you will be 
taken back to the home page of IRBNet.  At this point you should be able to login and begin 
creating a new study.  
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2. SFID Submission Instructions 
 
To submit a Significant Financial Interest Disclosure (SFID) for review you must first Create a New 
Project to store your documents.  Any type of document can be uploaded (i.e. contracts, supporting 
documentation, etc.) but you must ensure the SIFD form is attached at a minimum.  All forms can be 
accessed through our website or the IRBNet library.  

To create your first package: 

1. Go to www.irbnet.org and login using the user name and password you created previously. 
   

2. On the navigation bar to your left, click the button titled “Create New Project”.  
   

3. In the “Title” section enter SFID.  In the boxes proved enter your first name, last name and 
degree(s) (if applicable).  (see picture below) 

 
4. The keywords box is for your reference only and will assist you later if you need to search 

through your submissions.  You can also leave it blank.  (see picture below) 
 
5. The “Sponsor” field and the Internal Reference Number” field are for your use.  You can enter 

any information in these fields for your use and it can only be seen by those shared on your 
submission.  You can also leave it blank.  (see picture below)  
 

6. Click the “Continue” button when finished. 
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7. You will next be brought to the Designer page.  This page is where you can access the library 
(if needed).  For the Significant Financial Interest Disclosure (SFID) Form Click the button 
“Add New Document” (center of the page) to access the form.  (see picture below)  

   
 
8. When you click the “Add New Document” button the boxes below will appear.  In the “Online 

Document Box” (lower box) click “Add” to access the SFID Form.  If you are attaching other 
documents to your submission then choose the document type (upper) closest to the document 
you are uploading.  (see picture below)   
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9. Follow the instructions on the SFID form.  You can save and close the form at any time and 

then complete it at a later date.  Once you have completed the SFID it will appear as a 
document package.  You can attach other documents you wish to submit by clicking on the 
button “Add New Document” (see picture below) 
 

 
 
 
 
 

10. Once all the documents are uploaded it is time to share the SFID.  Since this submission will 
require the signature of your Department Chair/Supervisor you will need to share the SFID 
with him/her for signature.  On the left side navigation bar, click the “Share this Project” 
button.  On the Share screen, choose “Share.”  (see picture below) 
 
 

 
 

11. The next page will default to Marshall University, so if it is highlighted just click on “Select 
Organization”.  If Marshall University does not appear in the selection box then search for 
Marshall University and then select it.  (see picture below)  
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12. You will be brought to a screen with a search box.  The search results will include anyone 
registered on IRBNet under Marshall University.  Just enter the last name of the person you are 
searching for and then click “Search.”  (see picture below) 

 

  

 
 
Once you enter the last name of the person, everyone in the system with that last name will 
appear.  When you find the person you are searching for you can grant them the desired access.  
Each user will be sent an email informing them that they have been granted access to your 
project.  You can also add comments that will be included in the email by typing that 
information in the “Comments” box beneath the list of names.  (see picture below) 
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13. When all documents are uploaded, and you have shared your SFID, then you need to sign your 
package electronically.  To do this, click the “Sign this Package” button on the left side 
navigation bar.  A drop down box will appear and you should select your status.                   
(see picture below) 

 

 

 
 

  

You need to pause at this point until the package has also been signed by your Department 
Chair/Supervisor.  Once everyone has signed the package you can continue. 
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14. Once you and your Department Chair/Supervisor have electronically signed the package, click 
the “Submit this Package” button on the navigation bar.  All MU Boards will appear on the list 
so highlight the “Conflict of Interest Committee.”  (see picture below)  Click “Continue”. 
 

 
 
15. On the final screen, in the “Submission Type” drop-down menu, choose the appropriate type 

(initially it will be “Declaration).  You can leave comments in the Comment box, but they are 
not required.  Finally, click the Submit button.  (see picture below) 
 

 
 
 
16. Once you hit the Submit button, you will be given a confirmation showing the time it was 

submitted.  Keep in mind that this project is now locked.  The project status on your IRBNet 
home page will change from “Work in Progress” to “Pending Review.”  You will be contacted 
if corrections are needed.  If nothing additional is required then everyone with full access will 
be notified via email once the SFID has been reviewed and approved.  
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3.  SFID Update Instructions (When there have significant changes to your SFID and an update 
is required.) 
 

Once you have the study open just click on the “Project History” button on the left side navigation 
bar.    
 

      
 

1. You will be brought to a screen called the Project History.  Click on the “Create New 
Package” button half-way down the page.  

 

2. A “New Document Package” will appear as a “Work in Progress.”  Click on this title and you 
will go to the Designer page where you can add your new documents to this package.  
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3. You will next be brought to the Designer page.  For the Significant Financial Interest 
Disclosure (SFID) form Click the button “Add New Document” (center of the page) to access 
the form.  (see picture below) 
 

 
 
 

4. When you click the “Add New Document” button the boxes below will appear.  In the “Online 
Document Box” (lower box) click “Add” to access the SFID Form.  If you are attaching other 
documents to your submission then choose the document type (upper) closest to the document 
you are uploading.  (see picture below) 
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5. Follow the instructions on the SFID form.  You can save and close the form at any time and 
then complete it at a later date.  Once you have completed the SFID it will appear as a 
document package.  You can attach other documents you wish to submit by clicking on the 
button “Add New Document” (see picture below) 
 
 

 
 
 
NOTE: You should also attach a memo that states the reason for this revision.  Repeat the 
uploading steps until all documents are attached to your package. 

 
 

6. When all documents are uploaded you need to sign your package electronically.  To do this, 
click the “Sign this Package” button on the left side navigation bar.  A drop down box will 
appear and you should select your status. (see picture below) 
 
 

 
 
  

You need to pause at this point until the package has also been signed by your Department 
Chair/Supervisor.  Since you have already shared your original package with your Department 
Chair/Supervisor they will have access to this package.  Just send them an email asking them to 
review and sign this new submission.  Once everyone has signed the package you can continue. 

 
 
7. Once you and your Department Chair/Supervisor have electronically signed the package, click 

the “Submit this Package” button on the navigation bar.  All MU Boards will appear on the list 
so highlight the “Conflict of Interest Committee.”  (see picture below)  Click “Continue.” 
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8. On the final screen, in the “Submission Type” drop-down menu, choose the appropriate type 

(an update would be an “Amendment/Modification”).  You can leave comments in the 
Comment box, but they are not required.  Finally, click the Submit button.  (see picture below) 
 

 
 
 
 

9. Once you hit the Submit button, you will be given a confirmation showing the time the 
package was submitted. Keep in mind that this project is now locked.  The project status on 
your IRBNet home page will change from “Work in Progress” to “Pending Review.”  You will 
be contacted if corrections are needed.  If nothing additional is required then everyone with full 
access will be notified via email once the SFID has been reviewed and approved. 
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4.  SFID Annual Submission Instructions 
 

To submit an annual SFID package: 

To submit an annual SFID, you must first open the study.  Keep in mind that you do not want to 
create a new project.  You want to add a package to an already existing SFID submission.  Once 
you have the study open just click on the “Project History” button on the left side navigation bar.    

      
 

1. You will be brought to a screen called the Project History.  Click on the “Create New 
Package” button half-way down the page.  

 
 
2. A “New Document Package” will appear as a “Work in Progress.”  Click on this title and you 

will go to the Designer page where you can add your new documents to this package.  
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3. You will next be brought to the Designer page.  For the Significant Financial Interest 
Disclosure (SFID) form Click the button “Add New Document” (center of the page) to access 
the form.  (see picture below) 
 

 
 
 

4. When you click the “Add New Document” button the boxes below will appear.  In the “Online 
Document Box” (lower box) click “Add” to access the SFID Form.  If you are attaching other 
documents to your submission then choose the document type (upper) closest to the document 
you are uploading.  (see picture below) 
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5. Follow the instructions on the SFID form.  You can save and close the form at any time and 
then complete it at a later date.  Once you have completed the SFID it will appear as a 
document package.  You can attach other documents you wish to submit by clicking on the 
button “Add New Document” (see picture below) 
 

 
 

When all documents are uploaded you need to sign your project electronically.  To do this, click 
the “Sign this Package” button on the left side navigation bar.  A drop down box will appear and 
you should select your status on this study. (see picture below) 

 

 
 

You need to pause at this point until the package has also been signed by your Department 
Chair/Supervisor.  Since you have already shared your original package with your Department 
Chair/Supervisor they will have access to this package.  Just send them an email asking them to 
review and sign this new submission.  Once everyone has signed the package you can continue. 

 
6. Once you and your Department Chair/Supervisor have electronically signed the package, click 

the “Submit this Package” button on the navigation bar.  All MU Boards will appear on the list 
so highlight the “Conflict of Interest Committee.”  (see picture below)  Click “Continue.” 
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7. On the final screen, in the “Submission Type” drop-down menu, choose the appropriate type 
(an annual report would be a “Declaration”).  You can leave comments in the Comment box, 
but they are not required.  Finally, click the Submit button.  (see picture below) 
 

 
 
 
 

8. Once you hit the Submit button, you will be given a confirmation showing the time the 
package was submitted. Keep in mind that this project is now locked.  The project status on 
your IRBNet home page will change from “Work in Progress” to “Pending Review.”  You will 
be contacted if corrections are needed.  If nothing additional is required then everyone with full 
access will be notified via email once the SFID has been reviewed and approved. 
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5.  Supervisory Signature 
 
To sign the package as a Department Head/Supervisor: 
 
 
To sign an SFID submission as a department head/supervisor, you must first log in to IRBNet and 
open the package.  Keep in mind that you do not want to create a new project.   
 
To open the package just click on the Project Title (in blue) of the SFID you need to sign.   
 
 

 
 
 
Once the package is open you can review the SFID by clicking on the “Designer” button on the left 
side navigation bar.  (see picture below) 
 

 
 
 
The “Designer” page will contain the Significant Financial Interest Disclosure (SFID) Form.  To open 
the form click on the Document Type (in blue) or the paper symbol and the SFID will open. 
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Once you have reviewed the SFID and are ready to sign just click on the “Sign this Package” button 
on the left side navigation bar.  (see picture below) 

 

 

A drop down box will appear to the right and you should select your status on this package (i.e. 
Department Head, Department Representative, Other Signatory, etc.).  (see picture below) 
 

 

Once you have selected your role you will click the “Sign” button. 
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You will now see that the package has been electronically signed. 

 


