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 How to Create and Submit a Modification (Study Team Member) 

 
1. Navigate to the appropriate protocol and click on the name to open it.  For details on this process see the user guide 

called “Searching for a Protocol or Submission”.   
 

2. Click Create Modification/CR. 
 

     
3. Select the Modification radio button and hit Continue. 

 
 

4. Check the option “Study Team member information”.  Please note that you can only have one of these 
types of modifications active at one time. 

 

 

5. Click Continue (on the bottom right side of the screen).   

6. On the “Modification Information” view, complete the question “Summarize the Modifications” by listing the 
study team members you wish to add, update, or remove.  Note that this is required field entry as it is prefixed 
with a red asterisk. 

Note: When filling in the question “Summarize the Modifications” this exact text will appear on 
the future approval letter.  Please make sure to type the text carefully as there isn’t any 
spellcheck in UVMClick. 
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Add a new study team member 
Add new study team members via the +Add button. 

Important! 

• Any protocol with a student PI must have a Faculty Sponsor listed on the Study Team page. 

• Required Human Subject training (and GCP training if applicable) should be checked before adding a new study 
team member.  Approvals will not be released until all key personnel have updated CITI training. 

• Make sure that the study team member name you are adding was noted in the previous question “Summarize 
the Modifications” 
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NOTE:  If you are not able to find the team member name you wish to add, please ensure the person has a 
UVMNet ID and email.   

 

If you are trying to add a UVM Student and cannot find their name, then the student will need to go to 
the Directory to update their information to be added to UVMClick. It may take up to 24 hours for the profile to 
become available in UVMClick. The instructions can be found in the "User Guides" as "UVM Students Conducting 
Research at UVM/UVMMC" 

 

Information about accessing CITI, creating/linking a UVM NetID, and required training can be found at:  
 
CITI Program Training | Research Protections Office | The University of Vermont (uvm.edu) 
 
For additional assistance, please contact the IRB Office via irb@uvm.edu 
 

Updating an Existing Study Team Member 

 
• Click the UPDATE button next to an existing study team member’s name to update their team member 

information.   

• Click OK 

 

 

 
 
 
 
  

https://www.uvm.edu/directory
https://www.uvm.edu/ovpr/uvmclick-irb
https://www.uvm.edu/rpo/citi-program-training
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Removing an Existing Study Team Member 
 

• Click the  icon way over on the right side associated with the name of the person you wish to remove.   

• Click OK 
 
 

 
 
 

Submit the Modification to the IRB Office for Processing 
 
After clicking “Finish” to exit the Modification, the status of the submission will continue to still display as “Pre-Submission” 
and will remain visible in your in-box until submitted to the IRB Office for processing.    

 
To submit a finished Modification submission to the IRB Office for their review and processing,  

1. Make sure the Modification is open  
2. Click the activity on the left that says “Submit”. 

 

 

 
  



June 2024 
Click Version 10 

Page 5 

 
 

When clicking the Submit activity, certification text will appear.  Read the text and click OK. 

 

 

 

Once submitted, the status of the Modification is no longer “Pre-Submission”.  It has changes to “Pre-Review” indicating it 
is in the hands of the IRB Office for processing.   

You will also note that the Modification is now in View Mode and no longer in Edit mode. 

 

 

The Modification has now been submitted and removed from your In-Box.  It now displays in the In-Box for the IRB Office. 

 


