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eCompliance Features 

Main Page 

 When you first login to eCompliance you will see a variety of modules options.  The image below will look 
similar to what you will see when you login to the system. This is the home page and lists other compliance 
modules, such as the IACUC and IRB modules, as well as the Institutional Biosafety Committee module. The IBC 
module will house all approved protocols as well as protocols that are under review.   

 

IBC Module 

 Opening the Institutional Biosafety Committee Module will bring you to a page listing all approved 
protocols and protocols that are under review. You will be able to see the status of each protocol (submitted, 
under review, returned, approved), title, expiration date, etc. On the right hand of the screen, you will have the 
option to open the protocol or submit amendments and 3-Year Renewals  

 You will also be able to submit new protocols from this screen by clicking ‘New IBC Protocol Application’. 
This will begin a new protocol application form to submit to the IBC for review. 
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Clicking on ‘View’ next to a protocol will open the protocol file. You will also be able to submit amendments and 3-
Year Renewals as well as print the approved version of the protocol. When you choose to begin an amendment or 
a 3-Year Renewal the protocol application will appear with copied responses from the approved protocol in each 
question. This will allow you to change any language necessary for the amendment or renewal without needing to 
complete a brand new application.  

When an amendment is submitted the IBC will be able to see any changes made during their review. Any added 
text will be highlighted in green, and any removed language will be highlighted in red and allows for easier reviews.  

When a renewal is submitted the protocol will ask for the Historical Protocol Number, this is where you should 
reference the previous protocol number. The protocol numbers in eCompliance will be different than the protocol 
numbers given to each protocol during the paper form review system and it is recommended to reference the 
eCompliance protocol number.  

 



Protocol Reviews 

Addressing Reviewer Comments 

When you submit a protocol for review the protocol will show as submitted in the IBC module. The compliance 
staff will assign the protocol for review. Once the review has been completed the compliance staff will return the 
protocol to you to make the requested revisions. You will receive an email notification when the protocol is 
returned to you that will contain a link that will take you directly to the protocol. You can always access the 
protocol by logging into eCompliance, opening the IBC module, and clicking ‘Edit’ next to the protocol if you do not 
have this link. 

 

When you open the returned protocol, you will be taken to an Introduction section showing all reviewer comments. 
Clicking on any of these will take you directly to the question the comment is referencing. You will also see a red 
flag next to the question that requires edits with the comment listed directly beneath the question. Clicking on the 
Introduction tab on the left side of the screen will return you to the overview of reviewer comments.  

 



 

Once you have addressed all reviewer comments you will need to go to the Submit section and click the ‘Submit’ 
button to resubmit the revised protocol for review.  

 

PI & Department Head/Supervisor Signatures 

The PI and Supervisor signatures have been transferred to eCompliance but will no longer be listed in the protocol 
application. These will be sent individually to each PI and Department Head/Supervisor for each protocol by the 
compliance staff. When these are assigned, you will receive an email notification containing a link to submit the 
sign-off. You will also be able to access the sign-off in eCompliance by clicking on the notification shown in the 
Task Box icon in the ribbon at the top of the page. This icon will display a notification if you have been assigned a 
task or if you have a task that has not yet been completed. Clicking on the icon will show any pending tasks that 
can be opened by clicking ‘Signature form’ if you do not have the link from the email notification.  

 

 

The PI Assurance or Department Head/Supervisor Assurance statement will be listed as well as the associated 
protocol. Clicking on the blue link listed above your name will allow you to open the protocol for review before 
providing your assurance. Once you have reviewed the protocol and are ready to submit the assurance either click 
on the link in the email notification or open the sign-off through the task box, check the box at the bottom of the 
page, then click ‘Submit my decision’. Once you have submitted the assurance the sign-off details will be listed on 
the left side of the page 



 

Both signoffs will be requested during IBC review of the protocol and will be required to be submitted before the 
protocol can be approved.  

Protocol Approval 

Once your protocol has been reviewed and approved by the IBC you will receive an approval letter issued from 
eCompliance. The language used in the approval letter will be identical to the letters issued through Outlook but 
will now be issued through eCompliance.  


