
Review Response Submission Form

• The “Review Response Submission Form” in 
INSPIR II is equivalent to the “Modification 
Memo Reply” in INSPIR I. 

• This form is used to reply to the IRB and 
address the issues raised when the IRB 
conditionally approves the submission, defers 
it, or returns it for administrative 
modifications.



If you have a “Submission Response” task under 
the “Incomplete Task” tab, click on the icon 

under Open to access the “Review Response 
Submission Form”.  Skip the next 2 slides to 

slide # 5.

If you don’t have a “Submission 
Response” task under the “Incomplete 

Task” tab, proceed to the next slide.



Click on Open



Click  here to open Submission Response Form



Scroll down and click here to 
open the Rich Text Editor. 

Read the IRB’s stipulations and Comments. 
Change the answer for “Do you accept the 

Stipulation?” to either “Yes” or “No”. And click 
on the “Details” button to  write your response. 



List all the changes you made to the 
application, Consent forms and Study 
Documents . You can also address any 

or all stipulations here.. Click on 
“Save” to save and close the text 

editor box.



In most cases, you will need to make 
changes to the application, consent forms, 

or study attachments. If this is the case, 
click on the green button to access the 

previous submission. 



Click “Save and Continue 
to the Next section” 



To view the application (read-only) 
click on Edit/View. 

To make changes to the application,  you 
need to create a revision of the 

application by clicking on the green 
button.



This is the application list page. You can 
add/create a revision and attach it, or attach an 

existing one if it had been already created.

To add/create a new revision click 
here.  Then click OK to confirm. This 

will take into the Application.



If instead of the previous screen shot you see this one, 
with no “Add Revision” to the right, this means a 

revision already exists that had not been submitted.

Click on Edit/View. This will take into 
the Application.



You will always need to convert to the most recent revision of the application form whenever 
there is one. So every time  you get the popup saying “ A new version of the form has been 

published…”, Click on OK to close the popup, and then don’t forget to click on the “Convert to 
the New Form Version” button.  If you don’t get this popup, skip to the next screen shot.



1- The first time you convert to the 
revised application, all the tabs 

(sections) after 3.0 will be 
temporarily hidden.  

2-Click on “Save and 
Continue to Next Section” 

repeatedly to display all the 
hidden sections. 

As you move from one section to the other, make any changes that the IRB 
requested. 



1-Make sure this check box 
is checked before clicking 

“Save Attachments”

2- Click on “Save Attachments” to 
attach this revision to the 

submission.

After you get to the last section of the application and click “Save and 
Continue to Next Section”, the system will bring you back to this page.



If successfully attached, the revision 
should show up here.

Click “save and Continue to 
the Next Section”



Click on “Save and 
Continue” when 

you’re done.

If you need to add or make changes to 
the consent form(s), click on this 
button. Click on one of the links below 
for instructions on how to: 
-Add a new consent Form
-Revise a consent form

http://www.bumc.bu.edu/irb/files/2011/03/How-to-Add-a-New-Consent-Form.pdf�
http://www.bumc.bu.edu/irb/files/2011/03/How-to-revise-an-existing-Consent-Form.pdf�


Click on “Save and 
continue” when 

you’re done.

If you need to add or make changes to a 
Study Document, click on this button. 
Click on one of the links below for 
instructions on how to: 
-Add a new document
-Revise an existing document

http://www.bumc.bu.edu/irb/files/2011/03/How-to-Add-a-New-Study-Document.pdf�
http://www.bumc.bu.edu/irb/files/2011/03/How-to-revise-an-existing-Study-Document.pdf�


Click “Exit Form”



If you want to add/edit your response in the 
“Response comments”, scroll down and 
click here to open the Rich Text Editor.

2- Click on 
“Save Form”

1- Make sure you answered with “Yes” or 
“No” the question “Do you accept the 

Stipulation?” for each one of the Stipulation.



Click on one 
of these 

buttons to 
proceed



If you decided to send later,  here is 
where you send it to the PI for signoff 

and then to the IRB, when you are ready 
to do that.
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