
Signoff and Routing 
 

Assign Key Study Personnel (KSP) Access to the Study in the Application 
 

 Click Add Principal Investigator. 

 
 

 Click in the first text box and type the first few letters or the entire last name of the principal 
investigator. 

 
 

 Click Find in the top right corner of the screen.  
 

 
 

 Click in the box to the left of the principal investigator’s name. 

 Click Select in the top right corner of the screen.  



 The name of the principal investigator appears in the application.  

 
 

 Click to Add Additional Key Study Personnel works in the same manner as adding the 

principal investigator. This is where you add the Co-PIs and the study coordinator. 

 The iRIS default is set to Coordinator. Click here to change this person to the Co-

Investigator. 

  
 

 iRIS automatically inserts the PI as the study contact. Adding the study coordinator as a 

study contact assures that both the PI and the coordinator receive system notifications. 
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 Click Add Department Approvals to insure that the submission is routed to the person in 

the department required to sign off on the submission. 

 
 Use the drop down menu to select a role for the department person who approves the 

submission. 

 This is also where you add additional key study personnel who need to sign off on the 

submission such as a pediatrician, a thesis/dissertation chairperson, and thesis/dissertation 

committee members. 

 When you have finished adding all the personnel, click Save and Continue to the Next 

Section in the top right corner of the screen. 

Submission Routing 
 Once the document has been signed, the Setup Signoff Submission Routing appears. 

 The Study Coordinators must be added to the routing form in order for them to receive the 
conflict of interest forms that they must sign. Click Add reviewer. 
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 Type in the first few letters of the study coordinator’s last name click find. 

 

 
 

 Click the box to the left of the study coordinator’s name. 
 

 
 

 Click Select in the top right corner of the screen.  
 

 Use the drop down arrow to select the study coordinator role. 
 

 
 

 When you have finished adding reviewers, click Yes. 

 Click Save Submission Reviewer(s) in the top right corner of the screen. 
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 The Workflow-Submission Tracking screen will appear indicating that the submission has 

gone to the Co-Investigator(s) for signoff. 

 

  
 If the Workflow-Submission Tracking screen looks like this it means you have not clicked 

“Yes” and the submission is not complete. Click here to Finalize List. 

 
 Click Yes. 

 

 
 

 Click Save Submission Reviewer(s) in the top right corner of the screen. 
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Department Chair Signature 
 

 When the department chair logs into iRIS, this message will appear: 
 

 
 

 Clicking the Open Task icon will bring up the Submission Signoff Sheet. 

 

 Click to review the documents and click to approve the submission. 

 
 

 Click here to sign the document. 

 
 Type in your UT password and click Save. 
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 Once the submission has been signed click Save Signoff. 

 

 
 

 The submission then goes to the study coordinator and once the study coordinator completes 

the signoff and the conflict of interest form the submission goes to the CPHS office for 

review. 

 

Track Locations 
 

 Track Locations allows you to monitor the progress of your submissions. 

 Click My Studies on your iRIS home page. 

 
 

 Click the icon to open the study. 
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 Click Submissions History. 
 

 Click the Outstanding Submissions or Completed Submissions tab. 
 

 
 

 Click the Track Location icon next to the submission you want to track. 
 

 The Workflow – Submission Tracking screen indicates the location of the submission. 
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