
FAU IRB NOVELUTION  

Overview 
 
 

 
 
You can access Novelution from the new Novelution page by clicking the sign in button or by 
searching https://fau.novelution.com/login  
 
Click to Continue 
 

 
 
 
 
 

https://fau.novelution.com/login


Enter your FAU Credentials to log in 
 

 
 
Welcome to the new Novelution system. This will be the landing page once you’ve logged in. 
You’ll notice you have the IRB tab now and several buttons up at the top.  
 

 
 
Access your Profile page from the Welcome (blue box) 
 

 
 
 
 
 



Review your User Profile information. If your Primary email is different from the email you have 
listed for CITI, scroll to the bottom, and add your CITI email in the CITI Email Address field. This 
will allow Novelution to be able to pull your training records directly from CITI into your account 
and auto-populate your training records on all your IRB submissions or submissions where you 
are listed as research team personnel.  
 

 
 
 
 
 
 
 
 
 



Scroll to the bottom to Email Preferences and make sure the “Receive notifications on my 
Review Comments’ conversations” box is checked off so that you will receive email notifications. 
 

 
 
Click to save! 
 
Notifications (purple box) do not require an action step from you but serve to keep you 
informed on the status of your project such as when another user on the research team creates 
a new version of the project, or have added personnel, or are missing training requirements. 
 
 

 
 
 
 

 



 
 

Tasks to complete (gray box) will show you the items that require an action from you such as 
signing as PI if someone has submitted a project on your behalf, responding to required changes 
from the IRB, etc. 
 

 
 
Clicking on a task link (listed in the Message column) will lead you straight to the project 
requiring your attention.  
 

 
 
 
 



You can also search for your IRB projects by hovering over the IRB tab and clicking “Search IRB 
Protocols”  
 

 
 
 
Scroll to the bottom to view the list of your research projects. You can click into the project by 
using the link in the Protocol ID column, Title column, or the pencil icon at the end.  
 
 

 
 
 
 
 
 
 
 
 
 



The Project Details Panel will provide summary information about your project 
 

 
 
For more information click on the Requirements link in the Panel Shortcuts to be taken to the 
Requirements panel which will provide a step-by-step listing of the stages of your project 
workflow 
 

 
 
In the example above, the requirements to Submit the Protocol and for the PI to Certify the 
Protocol have been completed and now the project is ready for the Approval by the Department 
Chair and for CITI training to be complete.  
 
It is however not ready for the IRB Office to process this submission. The IRB will not receive a 
notification of your project submission until all the preceding steps are complete.  
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Creating a New Project 
 

Hover over the IRB Tab  

Click “Create IRB Protocol”  

 

 

 

If you are an eligible Principal Investigator (PI), your name and Department will be populated in 

the first two fields.   

 

If your department is missing, contact the IRB Office to administratively update this for you.  

  



If you are the student completing this project for your degree, you cannot also be the PI.   

  

If you are a student or otherwise do not have PI eligibility, type the name of your PI in the 

Principal Investigator field to continue.  

  

Add your title and lay summary  

  

Click continue  

  

Answer questions and follow-up questions as they pertain to your study  

  

This is your new project page. Up at the top you’ll see the Project Details box which will contain 

an overview look at your project.   

  

 
  

The Project Details box includes information such as:  

  

• Review Type: Exempt, Expedited, Full Board Review  

• Stage: Initial Protocol Submission, Amendment, etc  

• Status: Draft Submission Pending, Pre-Review, etc  

• End Approval Date: Upon approval decision the date will be listed here  

• Informed Consent: Any approved, stamped consent documents will be linked here for 

easy access  

  

  



Of note, is the status letting you know where your project is in the workflow, in the example 

below the project is in a Draft Status where the Submission is Pending.   

  

On the left-hand side are the Panel shortcuts which will allow you to skip to different sections 

in your submission  

• It is recommended to scroll through as you complete your submission to avoid skipping 

sections  

• Additional Panel shortcuts will appear as your answers may prompt new panels   

  

  
  

  

  

  

  

  

  

  

  

  



Primary Info  
  

Your submission will begin with the Primary Info panel which will auto-populate the Title and 
Lay Summary fields from the first Create an IRB protocol page you completed.  

  

Questions follow smart logic and will produce additional follow-up questions depending on 

certain selections. In this example, selecting Yes to the question “Is this a student project?” will 

show a new “Type of project” drop down list to select the specific student project.  

  

  
  

Be sure to answer all follow-up questions. You can see if all the required fields in a panel have 

been completed by clicking the checkmark at the top corner of the panel box.   

 
  

  

  
  
  



If any required fields are missing, you’ll see an “Errors” box appears in the panel header and a 

red box appears up at the top listing the required field that is missing. You can click that link to 

be taken directly to the field to fill in your response(s).  

 
Fill out any missing required fields then click the checkmark again to see the panel is now 

Completed, indicated with a Checkmark in the Panel Shortcuts.   

  

Tip: Using the check mark after completing a field is also a good way to Save your progress 

along the way  

 
  

  

  

  

  

  

  

  

  
  

  

  
  
  



Research Team  
  

Click the button to Add Researcher. You can add as many researchers as needed.   

 
Begin by searching for the researcher’s name in the “Researcher” field. Then select the 

person’s project role from the drop-down list, as well as their responsibilities. If there are 

additional responsibilities which are not listed here, click other which will provide a “Please 

describe” field to enter those details.   

  

Note: If this is a person that should have the ability to make edits to the project be sure to check 

the box for “Give permission to make edits to this project” if it has not automatically populated.   

  

  
  

  

Once a researcher has been added, click to save. Repeat the process to add other researchers 

to the team personnel.   

  

  

  

  

  
  



Review Type Determination  
 

In this panel, you’ll be asked a series of questions to identify the review type of your project 
such as Exempt, Expedited, or Full Board.   

  

Selecting no to the first few questions regarding Determination of Human Subjects Research 

and Collaboration and Multi-Site Research will lead you to the Review Type section.  

  

 
  

Selecting yes to the question “Do any of the following apply to your project?” will lead you to 
an Expedited vs. Full Board determination review  

 
  

  

  



Selecting no will reveal the Exempt Review Categories  

  

  
  

Read through the Exempt Categories and select those that apply to your research. You can 

check more than one category as applicable.   

When you check an Exempt Category, new panels will appear in the Panel Shortcuts including 

the Recruitment, Informed Consent, Risks & Benefits, and Privacy & Confidentiality panels  

  

  



If you select the last box below the Exempt Review Categories, it will uncheck any Exempt 

Categories you previously selected, and hide the panels that had appeared.  

 
Your project has been moved to an Expedited vs Full Board Determination review and you’ll 
receive new questions to answer.   

  

Click “view research type descriptions” to see the list of Expedited Review categories  

  

  
  

  
 

  

  
  



Then, return to the “Select Research Types” field and select all Expedited Categories that apply 

by selecting them from the drop-down menu  

 

  
  

In this How to Guide, we’ll act as if the project is an Exempt Category.   

  

Following the Exempt Categories is the Special Population Section.   

  

Select those options that apply or click “None of the above”. Use the link to our FAU IRB 

Policies Page for information on the policies that apply to certain populations.  

  

  
   

  

  

  

  

  

  

  



Protocol Description   
  

This is where you’ll enter your protocol details. You can type into the fields directly, or copy and 
paste text from a separate document, making sure to save as you go along   

  

  
  

  

  

  

  

  

  

  



Recruitment   
  

This is where you will describe your recruitment strategy and is one of three panels that will 
give you the option to upload documents such as recruitment email scripts, flyers, etc.   

  

Use the new FAU IRB Forms & Templates Page link to download template flyers, make changes 

to it according to your project specifications, then save and upload in the purple button in this 

recruitment panel.   

  
  

Informed Consent  
 

This is where you’ll explain the process for obtaining informed consent for participants 

(informed consent, assent, parental permission, and so on).   

  

It is the second panel where you have the option to upload documents. Here too use the FAU 

IRB Forms & Templates page linked in the panel to visit our new forms page and download the 

necessary templates to modify to your project specifications, save to your computer, and 
return to upload in the purple button in the informed consent panel.   

  

If you answer yes to the question “Will all participants provide informed consent for 

themselves?” the Adult consent upload button will become a required field.   

  

  



  

Unlike the recruitment panel, only PDF files can be uploaded in the Informed Consent panel for 

administrative stamping purposes. If you’d like to keep a Word version of your Informed 

Consent with this project for future use, upload it using the “IRB Submission Records” button 

use the Protocol Documents panel . More information on this will be provided below.   

  

If you answer no to the question “Will all participants provide informed consent for 

themselves?”, you will be asked “Who will provide consent?” and a separate required upload 

button will appear for each type.   

  

For instance, checking “Parent/Guardian” will produce a required upload button for 

“Parent/Guardian Consent/Child Assent forms”  

  

  
  

  

  

  

  

  

  

  

  



Risks & Benefits  
  

Complete all fields in this section describing the risks and benefits of your research.   

  

  

   

  

  

  

  

  

  

   

 



Privacy & Confidentiality   
  

The Privacy & Confidentiality panel will ask detailed questions about the type of data you are 

collecting and will include several smart logic questions with a series of follow ups depending 

on your answers.   

  

  
  

  

  

  



Protocol Documents  
  

This is the third panel with optional uploads, however there is a required upload for “Data 
Collection Tools”. This can include your questionnaires,  interview materials, and so on.   

  

If you have any other documents that you’d like to upload that are not required, use the Other 

Documents button for those files  

  

Likewise for Data Use Agreements, upload it in the “Data Use Agreement” upload button when 
applicable  

  

The IRB Submission Records, as mentioned above, are any of those documents such as consent 

forms in Word format so that you can keep them with the project   

  

Once you have completed your IRB Application, click to Submit for Approval   

  

  
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  



  

Check Validations (Incomplete Required Fields)  
  

Any required fields that were not completed will show up in a red box and will be noted as 

errors in the Panel Shortcuts.   

  

Click the links in the red box to be taken directly to the incomplete required field to provide 

your response.   

  

  
  

Once you have addressed all required fields, click again to Submit for Approval. When your 

submission has been successful, you’ll see a green bar confirming your submission. You’ll also 

see the project’s Status has changed to the next step which is in this case PI Certification 

Pending  
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Submission Workflow & Statuses 
 
When you create a new project in Novelution, you’ll be able to see the project status in the 
workflow in two different places.  
 
The first is up at the top in the project details panel. You’ll see in the status column that the 
status is “Draft, Submission Pending”  

  
 
The second place is using the Requirements link from the Panel Shortcuts to the requirements 
panel which provides a detailed view of the entire IRB workflow process.  
 
The status you’re currently in will be noted in bold.  

 
 



  A green “Ready bar” means that it’s possible to complete this action.  
For instance, in the example above, the system is ready for the project to be submitted and a 
submission can be made at any time once all submission requirements are met.  
 

 A red “Not Ready” bar means these are actions that cannot be taken.  
Since the workflow follows a sequence, items are Not Ready when those items that precede it 
have not been completed. For instance, the PI cannot certify a project that has not yet been 
submitted.  
 
All members of the research team, including the PI, will receive a task email informing them of 
the actions they must take for the project to continue to move forward.  
 
Note: there should be a name listed for the Approval by Unit Head or Department Chair. If no name is listed, 
contact the IRB Office to address this issue.  

 

 
 

The IRB Office will not receive your submission until all of the actions before it have been 
completed. You’ll know your submission has reached the IRB Office when the Status is  

“IRB Review Pending” 
 

 
 
You’ll also see when an IRB Admin has been assigned to your project. This will be the point of 
contact between you and the IRB Reviewers as applicable for the workflow of your project.  
 

 
 
The status “IRB Admin Processing” covers the entire review process including assigning to IRB 
members or to a full board meeting as applicable. In other words, though the status is “IRB 
Admin Processing”  it is possible that your project is out for review by a reviewer during this 
stage.  
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Responding to Modifications Required 
 
Modifications Required can be found in the Review Comments panel, which is the first panel 
that will appear at this stage of the project.  
 
Each comment represents a modification required and you can click the plus sign or anywhere in 
the comment row to have the field expand so you can read the whole comment.  
 

 
 
Using the Section/Field column you can click to sort the comments to see them in order from 
top to bottom of the submission. Use the Panel Shortcuts to see that order.  
 

 
 
Comments can be addressed in any order as you will be led straight to the part of the project 
that needs modifications by clicking on the comment link. 
 

 
 
 
In this case the comment has been made on a field or in other words: a specific question. Fields 
with modifications required will have a red paper icon noted next to it such as in this example of 
Data Collection Tools.  
 



 
 
Click the red paper icon to view the comment again as needed.  
 

 
 
You can also use the chat bubble in the action column to respond to the comment directly. The 
IRB Admin and/or IRB Reviewer will be notified that you have made a response. They can also 
respond to your comment directly, and this chat will stay with your project for future reference.  
 

 
To view the additional modifications required, you can use the Panel Shortcuts to click back to 
the Review Comments panel, then click on the next comment.  
 
 
 
 
 
 
 
 
 
 
 
When a whole section has modifications required, the red paper icon will appear at the top 
right-hand corner of the panel name such as in this example for Protocol Description.  
 



Here too, click the red paper icon to view the comment as needed, and click the table to expand 
the comment to view the full details.  
 

 
 
Complete the modifications as indicated in the comments by clicking directly into the fields and 
entering responses. Once you have completed your responses, click to review, and submit.  
 

 
 
On the IRB Protocol Comparison page, you will be able to see a side by side comparison of the 
changes you have made to the document. On the left side in the yellow box you will see the 
original submission, and on the right side in the blue box, you will see revisions made.  
 

 
 
In the text fields for instance, you will see that new text is highlighted in green.  
 
You will also see a link to download any document that has been added.  



 
Once you have reviewed your changes, scroll back up to the top and either click to Confirm and 
Submit if finished or Continue Editing to make additional changes.  
 

 
 
Once you Confirm and Submit, the project returns to the IRB Admin for processing.  
 
You’ll see the confirmation screen that the application has been saved and submitted for 
approval. This lets you know you have successfully submitted your project back to the IRB for 
review.  
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Board Documents 
 
You can check the details of the IRB Decision beginning with the Project Details panel which will 
state the Review Type, Stage of the project, Status which will list the decision, End Approval 
Date when it applies, and any stamped consent materials 
 

 
 
Stamped Consent materials are also located in the Informed Consent Panel in a new “Approved 
Stamped Consent” section 
 

 
 
Any Recruitment or Protocol Documents will remain in the respective panels they were 
uploaded to 
 

 
In the Panel Shortcuts, you’ll see there is now an IRB Correspondence link. Click here to view the 
IRB Decision letter. The Research Team will also receive an email with the IRB decision and 
attached letter. 
 

 



 
Click on the eye icon to view the letter in the system or click the paper icon to download the 
form.  
 
A view of the decision email within the system:  
 

 
 
You can also click to download the letter from the bottom of the email view.  
 

 



 
Download your Protocol by using the Cloud icon at the top of your project page 
  

 
 
Right below the Project Details panel you will now see several buttons which will allow you to 
take different actions on your project such as create a New Amendment or Continuing Review, 
copy your protocol or initiate closure. Click any of these when a new action needs to be made to 
your project 
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Creating an Amendment 
 
When an Amendment needs to be made to a project, click into that project to view the action 
options up at the top. If you don’t see these options on your project, contact the IRB office.  
 

 
 
In the New Amendment or Continuing Review box, click the Request button to begin  
 
Select Amendment as the Type 
 

 
 
In the “What types of modifications are you requesting? Choose all that apply” field, select 
those items that you are looking to amend in this project. You can select as many as needed. 
And if what you’re looking to amend is not listed in these options, you can select “Other 
Changes” and specify the changes in the field that will appear beneath it.  
 



 
 
Then, describe the changes you’re making to the project in the field below and click to save.  
 

 
 
To make changes in Novelution you will go directly into the panel or field where the changes 
need to be made and re-enter that information as if you were filling it out for the first time. You 
can type in your changes directly to the field or copy and paste from another document.  
 

 
 



Each revision you create will be accessible from the Requirements panel which you can click to 
view at any time.  

 
 

You can also see previous amendments you have submitted. 
 

 
 

Once you have finished making the necessary amendments to your project, click to Review and 
Submit your changes  
 
Then in the IRB Comparison page, review your changes which will be listed in the right blue box.  
 

 
 
Click to Confirm and Submit 
 

NOTE: If you no longer need to make an Amendment, contact the IRB Office to cancel this process 

administratively  
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Creating a Continuing Review 
 
When a Continuing Review is needed to extend a project approval, click into that project to view 
the action options up at the top. If you don’t see these options on your project, contact the IRB 
office.  
 

 
 
In the New Amendment or Continuing Review box, click the Request button to begin  
 
Select Continuing Review if you are not making any changes to your project at this time, then 
enter any notes you have about the project and click to save. 
 

 
 
 
 
 
If you are making changes to your project along with this Continuing Review, select Continuing 
Review with Amendment as the Type.  



 

 
 
In the “What types of modifications are you requesting? Choose all that apply” field, select 
those items that you are looking to amend in this project. You can select as many as needed. 
And if what you’re looking to amend is not listed in these options, you can select “Other 
Changes” and specify the changes in the field that will appear beneath it.  
 

 
 
 
 
 
 
 
 
 
 
 
Then, describe the changes you’re making to the project in the field below and click to save.  



 

 
 
 

Note: If you select Continuing Review and need to change the type to Continuing Review with 

Amendment or vice versa, return to the action buttons at the top which will now read “Update Protocol” 

and click “Edit” to change the Amendment or Continuing Review Type 
 

 
 
 
 
 
 
 
 
 
 
A new Continuing Review panel will open for you within your project submission.  
 



 
 
Fill in your responses into the Continuing Review panel including what the current research 
procedures involve, enrollment numbers, and so on.  
 
Review and check the box to certify to the Investigator’s Assurance of your duties as a PI.  
 

 
 
Once all questions have been answered, click Review and Submit to continue 
 
 
 
 
 
 
For the amendment component, you will go directly into the panel or field where the changes 
need to be made and re-enter that information as if you were filling it out for the first time.  
 



 
 
Each revision you create will be accessible from the Requirements panel which you can click to 
view at any time.  
 

 
 
You can also see previous submissions you have made. 
 

 
 
Once you have finished making the necessary amendments to your project, click to Review and 
Submit your changes  
 
 
Then in the IRB Comparison page, review your changes which will be listed in the right blue box.  
 



 
 
Click to Confirm and Submit 
 
Note: If you no longer need to make a Continuing Review or an Amendment, contact the IRB Office to cancel this 

process administratively  

 

Note: The next time you need to fill out a Continuing Review, your information from the previous submission will 

be auto-populated in the panel.  
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Requesting a 

Determination of Human Subjects Research 
 

Hover over the IRB Tab  

Click “Create IRB Protocol”  

 

 

 

If you are an eligible Principal Investigator (PI), your name and Department will be populated in 

the first two fields.   



If your department is missing, contact the IRB Office to administratively update this for you.  

  

If you are the student completing this project for your degree, you cannot also be the PI.   

  

If you are a student or otherwise do not have PI eligibility, type the name of your PI in the 

Principal Investigator field to continue.  

  

Add your title and lay summary, then click continue  

 

Your submission will begin with the Primary Info panel which will auto-populate the Title and 

Lay Summary fields from the first Create an IRB protocol page you completed.  

  

Questions follow smart logic and will produce additional follow-up questions depending on 

certain selections. In this example, selecting Yes to the question “Is this a student project?” will 

show a new “Type of project” drop down list to select the specific student project.  

  

  
  

Be sure to answer all follow-up questions. You can see if all the required fields in a panel have 
been completed by clicking the checkmark at the top corner of the panel box.   



 
 If any required fields are missing, you’ll see an “Errors” box appears in the panel header and a 

red box appears up at the top listing the required field that is missing. You can click that link to 

be taken directly to the field to fill in your response(s).  

 
Fill out any missing required fields then click the checkmark again to see the panel is now 

Completed, indicated with a Checkmark in the Panel Shortcuts.   

  

Tip: Using the check mark after completing a field is also a good way to Save your progress 

along the way  

  

  
  
  

  
  



Next, in the Research Team panel, click the button to Add Researcher. You can add as many 

researchers as needed.   

 
Begin by searching for the researcher’s name in the “Researcher” field. Then select the 

person’s project role from the drop-down list, as well as their responsibilities. If there are 

additional responsibilities which are not listed here, click other which will provide a “Please 

describe” field to enter those details.   

  

Note: If this is a person that should have the ability to make edits to the project be sure to check 

the box for “Give permission to make edits to this project” if it has not automatically populated.   

  

 
  

  

Once a researcher has been added, click to save. Repeat the process to add other researchers 
to the team personnel.   

  

  
  
  

  

  
  



In the Review Type Determination panel select yes to the question “Are you requesting a 
determination of whether your project requires IRB review or for verification of IRB submission 
for a sponsor, journal, or other entity?” 

 

 
 

Click to download and complete Form 106 by clicking the document icon  
 

 
 
Fill out Form 106 and save the form to your computer, then return to Novelution to upload your 
completed form in Novelution using the button  

 

 

Complete the fields in the Protocol Description panel  

 

 



Then add your data collection tools in the Protocol Documents panel in the “Data Collection 

Tools” upload button  

 

 
 

Once you have completed these steps, click the button to submit for approval  

 

 
 

 

 

You’ll receive a confirmation bar when you have successfully submitted your project 
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