
 

  

IRIS GUIDE 
Retract A Submission 

Office of Regulatory Research Compliance 
theorrc@howard.edu 

Pull an IRB submission from review before it has been assigned an IRB reviewer. 
Use this to update a submission before review or upon the request of the ORRC. 
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iRIS Guide 
Retract A Submission 

Users can retract submissions for updates before the submission has been assigned to an IRB reviewer 
for review. Once the submission has been retracted, anyone with the proper permissions may access, 
edit, and resubmit the submission. Please note that a resubmission will function as a normal submission 
and require the approval from all necessary individuals in the routing structure. Also, resubmissions are 
subject to IRB deadlines in relation to the date of resubmission.  

 

1. Log in to iRIS and access the Study Assistant workspace (this is usually the default workspace). 
 

2. Scroll down to the All Studies section. Ensure that the All tab is selected. 

 
 

3. In the RB Number column, find the IRB number of the study that is related to the submission 
that needs to be retracted. Click on the notebook icon to the far left of that row. 

 
 

4. On the right-hand side of the screen, find the Outstanding Submission(s) section. Click on the 
Retract Submission button. If you do not see the retract submission button, your submission 
has already been assigned to the IRB for review. Contact the ORRC for assistance. 

 
 

5. Confirm the retraction by clicking on the Confirm button. 
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6. Now that the submission has been retracted, the Retract Submission button will now be a Send 
Submission button. Click on the bold letter link to access the submission. 

 
 

7. The IRB submission consists of four (4) general sections. Click on the section that corresponds to 
the section that requires edits. A brief explanation of each section is provided below.  

 
 

a. Section 1.0 – Application: Click on the notebook icon to access a fillable version of the 
IRB Application.  

 
 

b. Section 2.0 – Informed consent, assent, or HIPAA Forms: A list of documents labeled 
with the consent, assent, or HIPAA options will be listed. Click on the buttons that 
correspond to the action that should be taken (Revise or Add a document). Click on the 
red icon with the X to detach/remove the document from the submission. 
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c. Section 3.0 – Additional Study Documents: A list of non-consent or HIPAA documents 
will be listed. Click on the buttons that correspond to the action that should be taken 
(Revise or Add a document). Click on the red icon with the X to detach/remove the 
document from the submission. 

 
 

d. Section 4.0 – IRB Submission Requirements: The IRB submission requirements will be 
available to edit if necessary. 

 
 

8. When done, click on the Signoff and Submit button. 
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9. If a user had to leave the screen or the submission before it was resubmitted, follow steps 2 and 

3 to access the Outstanding Submission(s) section. Click on the Send Submission button to 
submit the submission. 
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