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3. To view requested changes, click on the most recent letter from the USI Institutional 
Review Board. 

 
 

 

4. This will bring up a .pdf file of the requested modifications which you can save for your 
�I�L�O�H�V�����*�R���E�D�F�N���W�R���W�K�H���³�8�Q�O�R�F�N�H�G-�5�H�Y�L�V�L�R�Q�V���3�H�Q�G�L�Q�J�´���S�D�J�H���W�R���P�D�N�H���D�O�O���Q�H�F�H�V�V�D�U�\���F�K�D�Q�J�H�V����
When you make changes to a document that is already uploaded, make modifications 
directly to that document and highlight all changes. 
 

5. Once the changes are made, click on Mark Revisions Complete to resubmit the revised 
study. Keep in mind that your project will be locked and you will be unable to make any 
further changes after Mark R evisions Complete is clicked. 
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6. If all items from the initial review are correct, your application will then be sent to a 
reviewer. Keep in mind that reviewers have up to seven business days to complete their 
review and might comment with additional revisions. In that case, return to step 1 to 
modify your application again. Allow yourself at least 3 weeks to get approval prior to 
project start date. 
 

7. �8�S�R�Q���F�R�P�S�O�H�W�L�R�Q���R�I���U�H�Y�L�H�Z���\�R�X���Z�L�O�O���H�L�W�K�H�U���J�H�W���D���µ�0�R�G�L�I�L�F�D�W�L�R�Q�V���5�H�T�X�L�U�H�G�¶���O�H�W�W�H�U���R�U���D�Q��
�µ�$�S�S�U�R�Y�D�O�¶���O�H�W�W�H�U�����<�R�X���Z�L�O�O���U�H�F�H�L�Y�H���D���Q�R�W�L�I�L�F�D�W�L�R�Q���H�P�Dil and can view the letter upon 
clicking Review Details on the Designer page. 
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8. This will take you to the page where you can view letters from the Institutional Review 
Board. If you see a Modifications Required letter, click the paper icon next to it and go 
back to step 4 in this section of the guidelines book. Your application will be unlocked to 
allow you to make changes. 

 
 

9. If you see an Approval Letter  click the paper icon next to it to open your letter and save 
it for your files. Once your project has been approved it will be locked so you can no 
longer make changes to it. 

 


