
How to Create and Submit a Final 
Report in INSPIR II to close a study 



 
When you login into INSPIR II, the 
system will open  into your Home 

page. 

Click on “My Studies” to view the list 
of studies that you have access to. 



 

Locate the study that you want to 
close and click on the Open icon next 

to it. 



 

Under “Submissions Forms” (middle section), click on the “Final/Closure Report  Form“ (red 
arrow)  



 

Click on the “Add a New Form” button .   (red arrow)  
This will create a new Final/Closure Report form. 



 

This will bring you to a Section by Section view of the Final Report form. 
Complete  Section 1 and then click on  SAVE AND CONTINUE TO THE NEXT SECTION (yellow 
arrow) to proceed to the next  section.   As you complete each section  the sections will be 
added to the left hand column (green arrow).      
Use the scroll bar (red arrow) to scroll through each section of the form. Answer all questions. 



 

You will need to 
add subjects and 
total numbers 
manually- INSPIR 
II does not auto-
calculate fields  



 
Complete each section and then SAVE AND CONTINUE TO NEXT SECTION  

(yellow arrow)  



 

This will bring you to the final page. 
• If you are not the PI, you will see this screen and it will be your last one for this 
submission. By clicking “Notify PI to Sign-off” it goes to the PI for sign-off and then is 
submitted to the IRB.  
• If you are the PI, skip to the next screen instead, and there will be a couple more screens 
before you’re done. 



 

If you are the PI, you will see this screen. 
By clicking “sign-off and submit”, the system will take you to the signoff sheet for sign-off 
and then it is submitted to the IRB.  



 

The PI will then receive a Submission Sign-off sheet (that looks like this). 
The PI can review the Final Report by clicking on the “open” icon  (yellow arrow ) 
Then sign off  (entering user ID and password  and  then clicking on “save sign-off” to authenticate.  
(red arrow) 



 

You can check the status from the “Study Submissions” page where you would click on the 
icon under  “Track Location” (blue arrow) 



 

You are now all set. 
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