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CREATING A NEW PROJECT 
 
1. Go to irbnet.org and login. 

 

2. On the left side navigation bar, click “Create New Project.” 
 

 

3. The Project Information screen opens.   
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4. In the “Create a New Project” section, enter the following information in proper case (not all caps): 
 

a) Research Institution:  This field defaults to the user’s registered research institute.  This cannot 
be changed. 
 

b) Title:  Enter the full study title, as it appears on the study protocol, followed by the study’s 
acronym or short name, if applicable, in parentheses.  The title in this field should match the 
title on the protocol, informed consent form, IRB Application, and ORA Research Review 
Application.  If the title is not yet known, enter TBD (this can be changed once the title is 
known). 
 

c) First Name:  Enter the proper name (not a nickname) of the Principal Investigator followed by a 
middle initial, if applicable. 
 

d) Last Name:  Enter the last name of Principal Investigator. 
 

e) Degree:  Enter a single degree held by the Principal Investigator that most relates to the study 
(no periods). 
 

f) Keywords:  Enter the first and last names of the primary contact(s) for the IRB and ORA (no 
punctuation is necessary to separate the names).  You may also enter any other names or words 
that may help you search for this study on the “My Projects” page. 
 

g) Sponsor:   Enter the name of the sponsor followed by the sponsor protocol number in 
parentheses, if applicable. For example:  

 For Industry sponsored trials, “Sponsor Name (SN1234567)” 

 For Grant Funded Studies, list the grantor and grant # if applicable, “NIH (NIH grant #)” 

 For Investigator-Initiated studies that are not funded, “Non-funded” 
 

h) Internal Reference Number:  Enter the Cost Center # of the department that is 
conducting/managing the study.   If you do not have a Florida Hospital Cost Center #, enter the 
four-letter identification that has been assigned to your organization and was previously used as 
the last four characters of your FH project numbers.  
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5. Verify that the information is accurate, and click “Continue.”  An IRBNet ID # will be automatically 
assigned to this project. The numbers before the dash will be the IRB/ORA # for the life of the study. 
 

 
 

 At this point, you are the only person that can see or has access to this Project.  You must “Share” a 

Project that you create with other members of your research team for them to have access to it. 
 

SHARING A PROJECT  
 

Once a Project is created, it may be shared with other team members who are registered in IRBNet.  
The FH IRB strongly recommends that the Principal Investigator have at minimum “Read” access to 
his/her projects. 
 

1. On the left side navigation bar, click “Share this Project.” 
   

 
 

2. Click “Share.” 
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3. Select “Florida Hospital, Orlando, FL and click “Select Organization.”     
 

 
 

4. Type the name of the person with whom you would like to share the Project in the “Search for a 
User” box and click “Search.” The person must be a registered user in IRBNet. 
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5. Select the level of access the user should have:  Full, Write, Read or No Access, and click “Save.”  A 
notification will be sent to the user notifying him/her that he/she has been given access to the 
Project.  Principal Investigators should have at minimum “Read” access. 
 

 
 
 
Levels of Access Definitions: 

 
 

Only “Full” access users can do the following: 

 Create Packages 

 Submit Packages 

 Grant or change Project access for other users 
 


