
How to Create and Submit an 
Application for ECU to Rely on an 

External IRB
ePIRATE Training



This tutorial shows you how to create 
and submit an application for ECU to 
rely on an external IRB.

You will only be able to create this 
application if you have completed the 
ePIRATE registration process and can 
login to the ePIRATE system.  Tutorials 
on these processes can be found on 
our “How Do I?” website.

https://rede.ecu.edu/umcirb/epirate/how-do-i/


Click on Dashboard



Click the “New Study” Button



Fill in all relevant 
information. Red 
asterisks mean

that there must be an 
answer provided.

A set of options will appear in this 
area of each screen view.  

The Exit button will 
return you to the main 

study workspace.  You will 
be prompted to save 

before exiting the form.

The Save 
button will save 

your work on 
the current 
screen view.

The Continue button 
will save your work 
and take you to the 

next page that needs 
to be completed.



ePIRATE uses a logic based branching system to determine 
which screen views need to be completed for all 
submission types (including studies where an external IRB 
will act as the IRB of Record). Clicking the “Continue” 
button shown in the previous slide will always take you to 
the next screen view that must be completed based on 
your responses so far.  

Screen views requesting information on members of the 
study team, roles and responsibilities of those study team 
members, funding information, potential conflicts of 
interest and study locations will always be required.  

A special “External IRB” screen view will also be required 
(screen view 1.53).



All study team members 
must be added in screen 

view “1 Study 
Identification”.  Entering 
a partial name in a field 

will open a list of 
potential registered 
users matching the 

information you enter.  
You can also click the 

“…” to open a larger list 
with more details.  



Roles and responsibilities must be 
assigned to all study team members in 
screen view “1.1 Study Staff Roles and 

Responsibilities”.  Clicking the 
“Update” button next to a study team 

member’s name will open a menu.



Clicking the 
checkbox next to 

an individual 
responsibility will 
assign them that 

role.  There is also 
an “Other” option 

where custom 
roles and 

responsibilities 
can be entered.  

Click “OK” to save.



When you get to screen view 1.5 
(Study Locations), you will select 

“Yes” for question 6.0 (Will an 
external IRB act as the IRB of 

record for the study?).



Screen view 1.53 will 
document the name of the 

External IRB, collect 
completed IRB Authorization 
Agreements and approved 
study related documents.  
IAAs must be signed by a 
representative from the 

External IRB’s institutions 
and the Institutional Official 

for research at ECU.  The 
UMCIRB office can assist 
with getting IAAs signed 

form ECU.  Once this page is 
complete, “Continue” 

through the remainder of 
the External IRB application.



Instead of Continue, the Final Page 
will have a Finish button.  This 

saves your work and returns you to 
the main study workspace.  

Please Note

This does not submit your study 
for review.  It only closes the form 

and saves your work.  



ePIRATE will not allow studies to be 
submitted for External IRB review 

unless all required questions in the 
form have been answered. 



Once all required questions have been answered, the 
“Submit Study” button formally submits the study for 
review.  If there are missing responses in the form or 

other issues, the system will provide an error 
message with instructions on what must be 

completed in order to submit the study.  



Click the checkbox to the left 
and click “OK” to submit the 

study for review.  



The information contained on the submission screen in the previous 
slide is extremely important as it lays out the terms an investigator is 
agreeing to in undertaking the proposed human subjects research. 

Where the study routes first following submission will depend on 
whether a study requires Ancillary Review.  If Ancillary Review is 
required, all Ancillary reviewers will receive an email notification to 
review the study.  Once they have all approved the study, it will arrive in 
the UMCIRB office queue to validate the use of an External IRB.   If no 
Ancillary Reviews are required, the study will go straight to the UMCIRB 
office queue for validation.  

The study team must wait for email notification from ePIRATE verifying 
the External IRB application has been validated.  
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