
Creating an IBC Protocol Application

Log in to Novelution:

Select Create IBC Protocol:



1. If you are not the Principal Investigator, you may select the PI from the drop-down list by typing in a few letters of 
their name, the person creating the application will automatically be added to the research team. 

2. Once you continue from this screen, a unique protocol number will be assigned to you. 

3. Any field with an asterisk (*) is required for submission.

4. If you see     hover over for help text



• Once a protocol has been assigned a number it can be found in the search IBC panel.

• You will see a list of all of your protocols in this table and their current status.

• If you stop working on a protocol prior to submission, this is the where you find it again to continue. 

• Be sure to “Save” the document periodically as the program does not auto-save. 

Search IBC Protocol:



• When you get to the next page you will see a panel shortcuts on the left side.

• This will change as you move through the form, adding relevant panels based 
on your research.

• It is important to fill the form out in order to populate the correct panels.

• There is an option to collapse all panels or expand. This image shows all panels collapsed



Project Information panel:

• If you select rDNA you will see the added panel with the 
red arrow. (See next pages for additional panels for rDNA)

• If you select Infectious agents you will see the panel with 
the yellow arrow. This is the only additional panel for IA.

• If you select Human blood you will see the panel with the 
green arrow. This is the only additional panel for HB.

• *Biosafety containment will be added for all projects

This section will create the most changes by adding additional 
panels base on protocol type selections



There are 4 options for rDNA use.
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A modal will pop up allowing you to enter lab locations. All modals contain required questions.
These can be used multiple times and will create a table within the protocol.

To edit this addition: 
Select this blue icon

Modals:



Research team panel:

• The PI will automatically be added as part of the research team.

• To add personnel – click the blue box by the arrow above.

• If the researcher is NDSU – they should be found in the personnel pulldown.

Only asked if Human blood is selected as project type



• If the researcher is not found – check the box at the top and enter the name and email

• The researcher will receive and email on how to long in and create/activate their account

External users:



You may check the completeness of the application at any time by clicking “Check Validations.” (at the 
bottom of the screen)

This will tell you if there are any required sections that have been missed. You can click in the red box and it 
will take you to the section that needs correction or additional information.

You will see this box if complete and ready for submission. 
“Submit for Approval” will take you to the PI attestation and final submission.

Protocol Submission:



Requirements Panel: 

1. Once the study has been submitted, you can view the “next steps” in the review process via the 
Requirements Panel 

2. Training for all members of the research team must be completed before the study can be 
reviewed. You can see the status of Team members training in the Requirements panel. If the 
panel states “Completed” in the Completion State column, the training is current/complete. If it 
states “Ready” the individual has not completed the training requirement OR the training could 
not be matched because two different email addresses are used in the Novelution and the CITI 
training systems. To correct this individual may either: 

a. Add their “CITI email address” to their Novelution profile, or 
b. Change their Primary email address in CITI (citiprogram.org) to match their Novelution email. 

1. The Department Chair/Head, Dean or VP is automatically notified that a study needs their 
approval. Once approved, and the protocol is ready for review, the IBC Review Pending 
requirement will show as “Ready.” 
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