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Email Subject: 
Your IREx user account has been created 
 

Recipients 
Reviewing IRB, Relying HRPP, Study 
Managers, Site Study Teams 
 
Occurrence 
When someone first gains access to IREx 
 
Why 
To receive login information for IREx 
 

Category 
User Account 
 
 
Attachments 
None 

 
 
Preview 

 

 
  



Email Subject: 
IREx Password Reset Request 
 

Recipients 
Reviewing IRB, Relying HRPP, Study 
Managers, Site Study Teams 
 
Occurrence 
When someone forgets their password 
 
Why 
To receive temporary password to log into 
IREx 

Category 
User Account 
 
 
Attachments 
None 

Preview 
 

  



Email Subject: 
Your study is in IREx 
 

Recipients 
Study Managers 
 
Occurrence 
When the Study Manager is added to a study 
In IREx 
 
Why 
To alert the Study Manager and provides next 
steps 
 

Category 
Study Access 
 
Attachments 
Link to Resources page 
 

 
Preview 

 

  



Email Subject: 
IREx Study at your site 
 

Recipients 
Study Managers, Relying HRPP, Site Study 
Teams 
 
Occurrence 
When the Study Manager presses the Notify 
HRPP button to alert the site HRPP and study 
team that the study is in IREx. 
 
Why 
To connect the local HRPP & study team so 
they can discuss how to initiate reliance at their 
site. 
 

Category 
Site Engagement 
 
Attachments 
None 
 
 
Note 
Links to IREx study page, Participating Site 
HRPP resource page, & Participating Study 
Team resource page

 
Preview 

 

 



Email Subject: 
IREx: New Site Registered for Study  
 

Recipients 
Reviewing IRB, Study Managers 
 
Occurrence 
When the Relying HRPP confirms their FWA 
and PI are engaged for a study 
 
Why 
To alert the Reviewing IRB & Study Manager 
that a site has registered 
 

Category 
Site Engagement 
 
Attachments 
None 
 
 
Note 
This email may identify an additional FWA 
engaged (Combo Site), FWA changed, PI 
changed 

 
Preview 

 

  



Email Subject: 
IREx: Site Declined Engagement for Study 
 

Recipients 
Reviewing IRB, Study Managers 
 
Occurrence 
When the Relying HRPP declines that their 
FWA is engaged for a study  
 
Why 
To alert the Reviewing IRB & Study Manager 
that a site has declined registration 
 

Category 
Site Engagement 
 
Attachments 
None 
  

 
Preview 

 

 

  



Email Subject: 
IREx: Notification of Reliance 
 

Recipients 
Reviewing IRB, Relying HRPP, Study 
Managers, Site Study Team 
 
Occurrence 
When the Relying HRPP accepts the SSRP to 
Indicate Reliance on the Reviewing IRB 
 
Why 
To confirm the Relying HRPP has Indicated 
Reliance 
 

Category 
Reliance Decision 
 
 
Attachments 
SSRP, Reliance Notification 
 
 
Note 
This is not a notice of IRB approval. 

Preview 

 
 



Email Subject: 
IREx Update: New Local Considerations Complete 
 

Recipients 
Reviewing IRB, Study Manager 
 
Occurrence 
When the Local Considerations have been 
completed 
 
Why 
To alert the study manager so they can 
prescreen the information and export it for 
submission to the Reviewing IRB 
 

Category 
Local Considerations 
 
Attachments 
Link to Reviewing HRPP email 
 
 
Note 
May includes Notes in RED if Relying sites 
tasks are incomplete (i.e., indicating reliance, 
agreements) 

 
Preview 

 
  



Email Subject: 
IREx: Site Updated Local Considerations Response 
 

Recipients 
Reviewing IRB, Study Manager 
 
Occurrence 
When the Relying HRPP has changed the 
Local Considerations responses to the PI 
and/or HRP Survey 
 
Why 
To alert the study manager and sIRB that a 
Local Considerations survey was changed by 
the Site 

Category 
Local Considerations 
 
Attachments 
None 

 
Preview 
 

 

  



Email Subject: 
IREx: Reviewing IRB uploaded new approval for Lead Site 
 

Recipients 
Study Managers 
 
Occurrence 
When the Reviewing IRB uploads an approval 
for the Lead Site 
 
Why 
To notify the Study Manager that Relying Site 
Approvals can be uploaded 
 

Category 
Approval 
 
Attachments 
None 
 
Note 
Email can be for initial approval, continuing 
reviews, or amendments 

 
Preview 
 
 

 

 

  

Type of Approval:  
Initial Study: Full 

Initial Study: Expedited 
Continuing Review: Full 

Continuing Review: Expedited 
Amendment: Full 

Amendment: Expedited 



Email Subject: 
IREx: Reviewing IRB updated Lead Site approval 
 

Recipients 
Study Managers 
 
Occurrence 
When the Reviewing IRB updates the Overall 
Study approval 
 
Why 
To notify the Study Manager that the sIRB has 
updated an existing approval in IREx. Relying 
sites are NOT notified of any changes, unless 
the determination letter is changed (see next 
notification) 
 

Category 
Approval 
 
Attachments 
None 

 
Preview 
 
 

 

  



Email Subject: 
IREx: Reviewing IRB uploaded new approval for Lead Site 
 

Recipients 
Study Managers 
 
Occurrence 
When the Reviewing IRB or the Study 
Manager uploads a Continuing Review or 
Amendment approval for the Lead Site 
 
Why 
To confirm the approval was uploaded 
successfully and relying site approvals can 
now be uploaded. 
 

Category 
Approval Status 
 
Attachments 
None 
 
 
Note 
Note 

 
Preview 

 

  

Type of Approval:  
Continuing Review: Full 

Continuing Review: Expedited 
Amendment: Full 

Amendment: Expedited 



Email Subject: 
IREx: New IRB Approval For Your Site 
 

Recipients 
Reviewing IRB, Relying HRPP, Study 
Managers, Site Study Teams 
 
Occurrence 
When the Reviewing IRB approves a Site 
 
Why 
To alert the Relying HRPP, PI & coordinator 
that their site was approved by the Reviewing 
IRB and their documents can be downloaded 
 

Category 
Approval Status 
 
Attachments 
None 

Preview 
 

 

  



Email Subject: 
IREx: Updated Approval For Your Site 
 

Recipients 
Reviewing IRB, Relying HRPP, Study 
Managers, Site Study Teams 
 
Occurrence 
When the Reviewing IRB or Study Manager 
updates an existing approval for the site 
 
Why 
To alert the Liaisons and study team of any 
changed approval details, such as documents 
or dates 
 

Category 
Approval Status 
 
 
Attachments 
None 

 
Preview 
 

 

  



Email Subject: 
IREx: New IRB Approval For Your Site  
 

Recipients 
Reviewing IRB, Relying HRPP, Study 
Managers, Site Study Teams 
 
Occurrence 
When the Reviewing IRB or Study Manager 
uploads a Continuing Review approval for 
Sites 
 
Why 
To alert the Relying HRPP & PI of the 
Continuing Review approval and their new 
approval documents that are available 
 

Category 
Approval Status 
 
Attachments 
None 

 
Preview 

 
 
 



Email Subject: 
IREx: New IRB Approval For Your Site 
 

Recipients 
Reviewing IRB, Relying HRPP, Study 
Managers, Site Study Teams 
 
Occurrence 
When the Reviewing IRB or Study Manager 
uploads an Amendment for the Participating 
Sites 
 
Why 
To alert the Relying HRPP & PI of the 
amendment – including a brief change 
summary – and their new approval documents 
that are available. 
 

Category 
Approval Status 
 
Attachments 
None 

 
Preview 
 

 



Email Subject: 
IREx: [Reviewing IRB updated Lead Site  approval ] or [Updated 
Approval For Your Site] 
 

Recipients 
Study Managers 
 
Occurrence 
When the Reviewing IRB updates the 
Determination Letter for a Continuing Review 
or Study-wide Amendment 
 
Why 
To notify the study manager and sites that the 
sIRB has updated the determination letter for 
their site. For CRs and SWAs, the 
Determination Letter for the Lead and Relying 
Sites are the same. Thus, when the 
Determination Letter is updated, it is 
automatically propagated to relying sites 
approved on that review. 
 

Category 
Approval Status 
 
Attachments 
None 
 

Preview 

 



Email Subject: 
Time to upload Continuing Review to IREx 
 

Recipients 
Reviewing IRB, Study Managers 
 
Occurrence 
When an existing study approval is 60, 30, 14, 
and 7 days from study expiration 
 
Why 
To remind the Reviewing HRPP that the study 
will expire so they can work with the Study 
Manager for Continuing Review 

Category 
Approval Status 
 
Attachments 
Link to the Reviewing IRB Resources page

 
Preview 
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