
IRB Member Instructions for Reviewing Protocols in ARROW 

1. Log in to ARROW (arrow.wisc.edu); On My Home page, select “IRB Member” from the list of available roles down the left hand side. 

 

 

 

 

 

 

 

 

 



2. In your IRB Member workspace:  

a. Click on the Upcoming Meetings tab, and choose the appropriate meeting date by clicking on the correct meeting name.   

This will open the Meeting workspace. 

 

 

 

 

 

 

 

 



3. The Agenda lists the protocols to be reviewed.   

 

a. Anything with a review type beginning with “Expedited” are reports of submissions already approved under expedited procedures.  

The full IRB will only discuss protocols scheduled for Initial Review, Changes, Continuing Reviews, and Reportable Events. 

b. Primary Reviewer assignments can be viewed in the Agenda tab. 

 

 

 

 

 

 

 

 

 



4. To review protocols on the agenda, click the Submission number which will open a pop-up window.   

In the pop-up window, click on the ID number; this will take you to the protocol workspace. 

 

 



 

 

 

 

 

 

a. Click on the Inbox: Meeting Minutes tab.  If you have been assigned as a reviewer of past meeting minutes the minutes will 

appear in this tab for your review. 

 

 

 



 

 

 

 

 

b. Click on the ED/SBS: Expedited & Other tab.  This will display any protocols scheduled for expedited review, or requiring your 

input for another reason, for which you have been assigned as a reviewer.  The protocols listed here will be discussed at a 

subcommittee meeting, or otherwise outside of the full review meetings. 

 

 

 



5. To review a protocol for which you have been assigned as a reviewer, click on the protocol name from the ED/SBS: Full tab or the 

ED/SBS: Expedited & Other tab: 

a. Click on the ED/SBS: Full tab.  This will display all of the protocols scheduled for full review, for which you have been assigned 

as a reviewer. 

 

 

 

 

 



b. Click on the ED/SBS: Expedited & Other tab.  This will display any protocols scheduled for expedited review, or requiring your 

input for another reason, for which you have been assigned as a reviewer.  The protocols listed here will be discussed at a 

subcommittee meeting, or otherwise outside of the full review meetings. 

 

 

 

 

 

 

 

 



c. Click the button that says “View Application.”  

 

 

This will open the application and allow you to either flip through page by page (using the Continue button) or jump around the 

application (using the Jump To menu).  You can also review using the Printer Friendly Version to view the entire application. 



 

 

 

 

 

 

 

 

 



d. If the IRB staff reviewer(s) sent back any issues ahead of time, these notes and the study team’s response will be visible by 

clicking the arrow next to Reviewer Notes at the top of the screen.  You will notice that some pages may have notes, while others 

may not. 

 

 

 

 

 

 



e. To make your own notes about the application, click “Add” next to Reviewer Notes at the top of the page on which you wish to 

make notes.  Choose the IRBM Reviewer Notes option and type your note in.   

It is important to note that these notes are not visible to any other IRB members or the study team, however these are potentially 

auditable. 

 

 



f. To quickly access your IRBM Reviewer Notes during a meeting, you can use the Reviewer Notes tab in the protocol workspace, 

to see a list of all of the notes entered for a protocol; 

 

  (The links provide on the Jump To menu will take you to the actual place in the application where the note was entered.) 

 

 



Or, you can quickly skip through each of your notes using the Next and Previous buttons on the Reviewer Notes bar at the top of 

the actual application. 

 


