
How to View and Respond to 
Reviewer Notes

ePIRATE Training



ePIRATE uses a reviewer note system in which questions, 
comments, concerns and requested changes can be 
communicated to study teams.  This tutorial will show you 
how to find, read and respond to reviewer notes logged 
within the system.  

While this tutorial uses reviewer notes logged during a 
Departmental Review of a new study, the process is the 
same for all submission types (new studies, amendments, 
continuing reviews, etc.) and for all types of reviews 
(Department, Ancillary, IRB).

When changes are requested, a notification will be emailed 
to the study team.  The link in the email can be clicked to 
bring you to the specific workspace or you can login to the 
system and access the item from your inbox. 



If you are accessing the item by 
logging into the system rather 

than using the link in the email, 
click on “Dashboard” once you 

are in the ePIRATE system.



Make sure you are in the 
IRB Submissions role

Your Inbox will show any items that require your 
attention.  The “Test Study” below is in a state of 

“Clarification Required”.  This means that the 
submission has been returned to you for 
changes by the Departmental Reviewer.

Click on the item name to 
access the workspace.  



Click on “Edit Study”



Any screen view where 
comments have been logged 
will have a speech bubble like 
the one above in this side bar. 

You can click these speech 
bubbles to take you directly to 

the page where comments 
have been logged. The 

number in the bubble above 
indicates the total number of 
reviewer notes logged in that 

screen view.

Any speech bubble that is gold, 
indicates a reviewer note. General 
notes can be logged for the entire 

screen view or for specific questions 
within that screen view. General 

notes appear at the top of the page, 
while comments tied to specific 
questions appear next to that 

question. For instance, in this case a 
general note has been logged about 

the credentials of the Principal 
Investigator while a specific 

comment has been logged for the 
response to question 3.0.



To respond to 
the reviewer 

note, click the 
“Reply” button.  

Clicking on a gold speech bubble will open 
a window such as the one on the left. This 

contains the reviewer notes associated 
with that speech bubble. There may be 
more than one comment that appears. 

because there are both a general note for 
the page and one for question 3.0, you will 

need to click both in order to see all 
reviewer notes on the page. 



The textbox can be used to 
include any comments you 

would like to make.  Once you 
have responded to the 

request, click “OK”

Any requested changes can be made in 
the smart form at this time as well, 

using the side bar on the left to navigate 
to screen views and the buttons on the 
right to save and exit the form once the 

changes have been made.



You can also use the 
“Reviewer Notes” tab to 
see all comments in the 

smart form.



A list of all logged comments will appear here.  



Once you have made all requested 
changes and responded to any 

questions, click the “Submit 
Changes” button



The textbox can be 
used for any 

communication 
you would like to 
include with your 

submission of 
changes. 

Once you are ready to re-
submit the item for review 

of changes click “OK”
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