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IBC Amendment Submission 

 When a study is changing after initial approval, an amendment requesting changes must 

be submitted prior to the implementation of these changes. 

 Amendments limited to personnel and funding changes will be reviewed and approved 

administratively.  All other amendment must be reviewed and approved at an IBC 

meeting; the amendment submission should be received by the IBC office one month 

prior to the meeting date. 

 

How do I submit an Amendment? 

Step 1 Log into iRIS: https://spartaIBC.case.edu. On the Home screen, click My Studies on the 

left, and open the study that you need to modify. 
 

 
 

 
 

Step 2 On the left-hand side of the screen, on the lower section, select IBC Amendment 
form. 
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Step 3 Click the button to Add a New Form. 
 

 

 
 

Step 4 Complete the Amendment Notification Form.  Click Save and Continue. 
 
For personnel changes: 

Key Personnel – individuals who have iRIS accounts and access to the protocol 
Lab/study Personnel – individuals who are conducting experiments but do not need 
access to the protocol in iRIS 

 

 

 
 

Step 5 To edit the IBC study application, you will need to click the button to attach the 
application. 
 
For personnel changes, you will need to update the study application. 
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Then select “Add Revision” 
 
 

 
 
And Confirm. 
 

 
 

Step 6 You will now have an editable study application, and you will need to select the 
sections on the left that you need to update.  Be sure to hit Save and Continue in 
the upper right on each page there are changes. 
 
Note: Personnel changes can be made only in Section 7 – Any key personnel 
changes indicated in the amendment form can be updated in Section 7.1 and all 
other study team members should be listed in 7.2. 
 
Section 3 (Key Personnel) of the study application is not editable but will update 
with the approval of the amendment based on the Amendment form.  
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Step 7 Once you have completed the changes, hit Save and Continue through the end of 

the form.  You will then be taken back to the IBC Amendment form, and will see the 
revised application attached.  Hit Save and Continue. 
 

 
 

Step 8 You will see the Next Steps page, hit Save and Continue. 
 

 
 

Step 9 The form has been completed.  If the PI created the form, then there will be a 
button to Signoff and Submit.  If someone else created the form, there will be a 
button to Notify PI for signoff.  The PI can login to iRIS, and there will be a task on 
the Home page for Submission Routing Signoff. 
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Step 10 At Signoff, no additional routing is needed. 
 

 
 
Everything attached to the Amendment Submission form will be listed on the signoff 
page.  The PI will need to click the button for “Approve” at the bottom of the signoff 
page, and provide a CWRU ID and password.  Hit Save Signoff in the upper right. 
 

 

 

More questions? Contact the Institutional Biosafety Committee: 

case-ibc@case.edu 
 


