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1) Login to Streamlyne. Select the following drop down menus: 
Main Menu / IRB / IRB Protocol + Create New 

 

I. Begin Data Entry into – Initial IRB Protocol Document - Protocol 
This page will always open to the Protocol Section which has overarching details 
about your protocol. There are 5 fields that must be completed to save your protocol 
or move on to the next steps.  



 

- Document Overview section 
o Description – all documents to be saved require a description. Use your last 

name-IRB 
No other fields in Document Overview are required but you are free to enter 
an explanation if you choose 

- Required Fields for Saving Document 
o Protocol Type – select from drop down choices 
o Title – the title of your IRB supporting study 
o Lead Unit – select your unit (generally your academic department) from the 

drop down choices 
o Principal Investigator – Your name – to enter your name in the system click 

the magnifying glass next to ‘Internal User Name Search’. This will open a 
new window. Enter your ‘Last Name’ and click ‘Search’. Pick your name from 
the list at the bottom and click ‘Return Value’. This will enter your name and 
all details about your account and return you to the previous window. 



 

 After entering data into the required fields, click ‘Save’ at the bottom of the page. If 
you are missing any required fields an error message will appear at the top and bottom of 
the page, and the field with the error will have red symbol next to it. 

Other Protocol Fields: 

- Status & Dates – this will show your protocol number. All dates will be auto 
generated as your protocol moves through the process. 

- Additional Information – we do not use this field 
- Organizations – this is required. Generally this is UNC, a University: enter ‘000001’, 

select ‘Performing Organization’ from the drop down list and then click ‘Add’. If you 
have other types of organizations reach out to the IRB Administrator (not common). 

 

After clicking ‘Add’ your organization type will show below the Add line. If you have other 
types of organizations or multiple organizations reach out to the IRB Administrator (not 
common). 

- Funding Sources – optional/not common. This can be used to connect your IRB to 
another document in Streamlyne, such as a submitted proposal. 4-2026 – we are 
not currently using this functionality. 



- Participant Types – this is required. Select the type of participants from the drop 
down menu and then enter a numeric value under Count. 

 

Click ‘Save’ at the bottom of the page and check for error messages/missing fields. 

II. Personnel 

The Personnel section is where you list all individuals that are participating in data 
collection and analyses in your study. The system will automatically populate the 
person who is submitting the protocol (e.g. you) as the Principal Investigator. 

 

To add other users, check the ‘Internal User Name’ box and then click the magnifying 
glass. This will open the Person Lookup search, which is detailed above related in the 
Protocol section. If you need to add an external user (not common) reach out to the IRB 
Administrator. 

Once you have returned a person to add, select the appropriate ‘Protocol Role’ and 
then click Add. 



 

  

Next, you will click down arrow next to the name of personnel, and adjust their ‘ Person 
Details’ and check their ‘Training’ and if necessary ‘Attachments’. 

IMPORTANT – All student submissions you MUST include a ‘Faculty Advisor’. If you are a 
student and you do not include an advisor your protocol will be returned without review. 
If you have a Faculty Advisor, adding them is a two-step process. 1) add them as 
personnel with the ‘Faculty Advisor’ role as detailed above. 2) Open their Person Details 
and set their ‘Abiliation Type’ as ‘Faculty Advisor’. In the Person Details section, both 
Protocol Role and Abiliation Type need to be Faculty Advisor for all student 
submissions. It is recommended that students only identify a single Faculty Advisor. If a 
student identifies more than one Faculty Advisor, each Advisor will need to approve the 
protocol, which can delay review. 

     

For all other personnel, select and appropriate ‘Abiliation Type’ under Person Details. 



Once you have added all necessary personnel with abiliations, you need to check that 
they have the appropriate training logged in the system. Click ‘Show Training’. 

 

All Protocol Personnel must have appropriate CITI training. If a users e-mail is the same 
in Streamlyne and CITI, the trainings will automatically be listed. However, if trainings 
do not automatically populate, you can select ‘Show Attachments’ and add an 
appropriate training certificate. The required CITI trainings are: 

Student – CITI, Human Subjects Research, Students Conducting No More 
Than Minimal Risk Research, Basic Course, 1 

Faculty – CITI, Human Subjects Research, Social-Behavioral-Educational 
Researchers, Basic Course, 1 

IMPORTANT – If all personnel do not have documentation of the appropriate CITI 
training, your protocol will be returned without review. 

If needed, you can remove personnel by clicking the check box next to their name and 
then clicking ‘Delete Selected’ at the bottom of the page. 



Once all personnel have been added, click ‘Save’ at the bottom of the page. 

III. Questionnaire 

The Questionnaire section is where you provide important details about what you will 
be doing with your human subjects research and what type of review is needed. There 
are 3 sub-sections, each detailed below. 

 

1) IRB Screening Questionnaire 
This part of the questionnaire is optional. It is gathering information about what type 
of research you are conducting and whether you need more guidance from 
Research Compliance stab.  

2) New IRB Protocol 
This part of the questionnaire as is the most important part of the submission. The 
first question is assessing whether a protocol qualifies for Exempt review. Most 
protocols submitted to the UNC IRB are exempt (>90%). If you select ‘Yes’ to the first 
question, additional options will appear asking for a Yes or No for each of the 6 
categories that allow protocols to be exempt. Please review the statements 
associated with the 6 categories and select Yes or No as appropriate. You must 
answer every question. 
 
After the 6 categories, there is a question: Will your research include any procedures 
that do not fit into one of the six categories above? If you answer Yes, multiple fields 
to enter details will become active. NOTE: Under almost all circumstances users 
should select Yes, and then provide additional details about the project in the fields 
that follow. If there are questions that do not relate to your research, you can enter 
‘Not Applicable’. 
 
The final question of this section is where the PI is attesting to their responsibility for 
all aspects of the study. In order for a protocol to be reviewed, the PI must answer 
Yes. 
  



3) IRB Protocol Checklist  
This final section is to help PI’s ensure that they have all appropriate documents and 
information prior to submitting their protocol. This section is optional. 
 

IV. Special Review 

We do not currently use this section. 

V. Notes and Attachments 

The Notes and Attachments section is where you will submit all of the supporting 
information to your protocol. To add documents click on ‘Notes & Attachments’ then 
the down arrow next ‘Protocol Attachments’.  

   

In the ‘Add Protocol Attachment’ area you must complete: 

- Attachment type – select the appropriate type from the list 
- Status – is the document complete or incomplete 
- Description – text description of what the document is 
- File name – use this to select the file on your computer 

When all fields are completed click Add. 

Most submissions have many documents. Every protocol must have a minimum of 3 
documents: 

- Informed Consent Form 
- Survey questions/survey tool 
- Documents detailing the recruitment plan 

All attached documents will show under the ‘Attached Items’ header. 



 

VI. Protocol Actions 

The Protocol Actions section is where you can submit your protocol and see where it is 
in the review process. Three main field are important: 

1) Request an Action 
This is where you will submit your protocol. Select ‘Show Submit for Review’ 



 

To submit your protocol you must complete the following field: 
- Submission type – for new submissions the only option is ‘Initial Protocol 

Submission’ 
- Submission Review Type – most commonly Exempt, but there are other options 
- Committee – UNC IRB 
- Checklist – the options will change based on the Submission Review Type. They 

need to match what was indicated in the Questionnaire section. 
- Do not select Reviewers or a Schedule Date. This will be handled by the IRB 

Administrator 

Click ‘Submit’ when you have completed all fields. NOTE: Once you hit submit 
Streamlyne will check for errors on any of your submission pages. If there are no 
errors, or after you have fixed any errors that are found, your protocol will be 
submitted and your protocol document will close. The submission routing is 
diberent for diberent users: 

- Faculty – once you submit the protocol it will be routed directly to the IRB 
Administrator to be assigned for review.    

- Students – once you submit the protocol it be routed to your Faculty Advisor for 
approval. The protocol will not be routed to the IRB Administrator until all listed 



Faculty Advisors have approved the Protocol. NOTE: It is not uncommon for a 
protocol to sit in a faculty members approval queue for extended periods of 
time. If you are a student submitting a protocol you should contact your Faculty 
Advisor at time of submission to let them know that their approval is needed.   

2) Summary & History 
The Summary & History section allows users to know where their protocol is in 
the approval process and to be able to access their formal IRB letter after 
approval.  

 
Click the down arrow next to Summary & History, then ‘Show History’. This will 
open the history log which shows what actions were taken with a protocol on 
specific dates, starting with ‘Submitted to IRB’. Once a protocol has been 
approved, under ‘Exemption Granted’ you can click ‘Show Correspondences’. If 
you click ‘View’ on the ‘Grant Exemption Notice’ line, the formal IRB Protocol 
Letter will be downloaded to your computer. 

3) Route Log 
The Route Log will allow …. 

VII. Permissions and Streams 

We do not currently use this section. 

 

 


