
To add and/or remove personnel: 

- Hover your cursor over “My Workspaces” in the upper right corner. 

-  Hover over or Click on “Study Assistant.”  

- Click “View My Studies.” 

- Under Actions, select Forms for the study you wish to add people to. 

 

- Choose “Start a New Submission” in the row with “Click here to add or remove personnel” 

 

- You will need to answer BOTH questions as appropriate for the changes you are making. 

- When you answer the first question, new items will load.  

- To ADD personnel, click the green “add” button in the section you want to add them. 



 

-  Search for their name and click the green check mark next to it. NOTE: If personnel do not 
show up in the iRIS Directory, this is because they have never logged in to iRIS. Simply have 
them login to iRIS one time with their UofL credentials, then you will be able to locate them in 
the directory and add them to your protocol.  

- To REMOVE personnel, you will scroll to the fourth yellow/tan heading as shown below and 
select “Select.” This will bring up a list of current participants for you to choose which to 
remove. 

 

-  After you have selected all personnel that you wish to add and/or remove, you will see the 
question “Are any personnel being added to this project?” 

- 1.  Answer yes to this question if you have added any new personnel or wish to change the 
procedures for which existing personnel are responsible. New items will open. 

- 2.  Select “Add a new row” for each participant that you are adding.  

- 3.  Fill out the requested information.  

 

 



- Check the attestation statement at the bottom. 

 

- Click “Save and Continue to Next Section” at the top. 

 

- Click the “Signoff and Submit” button and follow the rest of the prompts. 

 

‐ Approve the submission and save signoff. 

 

 

NOTE: Participants cannot begin work on a protocol until a Participant Approval letter has been received 

from iRIS. 

 

 

 

For reference, the full form is shown below. 

 

 

 

 

 



 

 


