
How to Sign Off on a Protocol 
• Principal Investigators
• Department Chairs
• “Special Routing”

– IDS Pharmacy
– Radiology
– Nursing  

• Other authorizations
– Co-investigators
– Other departments involved in the research  



Click icon to 
open 

Here is where Principal 
Investigators will find details 

about studies awaiting sign-off

PI must sign off on 
submissions before they go 

to the IRB 

This is Mary’s homepage. 
It is the first screen she sees  when she 

logs in.

In the middle of the screen she sees all her
“Incomplete Tasks”



To sign off on the protocol is a 3 step 
process for the PI 

1. Clicks Approve or Deny 
2. PI enters his/her BU user-name 

and Kerberos password to 
authenticate 

3.  Then clicks “Save Signoff” – this  
will Submit the protocol 
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PI  clicks icons below 
to open and read all the documents 

related to the protocol
BEFORE  signing off on the protocol
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