
QUICK REFERENCE GUIDE (QRG) 
Quick Reference Guide to Conduct a PI Review for Submissions Completed 
by Others 
 
1. At the top of your browser window, type this URL  
     https://eria-irb.princeton.edu and press Enter on your keyboard. 

2. Log in with your Princeton.edu login ID and password, and accept  
DUO verification. 

3. On the Home tab and below 
Things to do, click a protocol 
that displays the status:  
PI Review. 

 

4. The Task/Assignment window 
opens.  Review all forms listed below the Document/Form header. 

5. The application window opens. At the top right 
corner, click the Maximize button to fully 
expand the window.  

6. At the top right corner of the application form, click the checkmark 
inside the Locked button to uncheck it.  When the checkmark is gone, 
the application form is unlocked. 
 

7. Now scroll down and review. To scroll, click 
and hold the dark gray scroll bar handle on 
the right edge of the form, and drag the 
handle up or down.  

 

 

 

 

 

8. As PI, you have three options:  
a. You may make edits in the unlocked form yourself and send to the 

IRB. 
b. You may return the protocol to the researcher to make edits. In that 

case, add your comments in ALL CAPS in the specific text fields of the 
form where you want the researcher to make edits. 

c. You may also enter comments in the Comments field of the 
Task/Assignment window (after you close the form). 

9. When your review is complete, at the bottom of the form you will enter 
an electronic PI signature by selecting “I am the PI and have read…”.  

 

 

 

10. At the top right corner, click the checkbox inside the Locked button to  
  lock the application form.   

11. If any required fields are incomplete, you will receive a screen message.   
  Finish all incomplete items listed and click Locked again.  

12. Upon return to the Task/Assignment window, select Next Step:  Here is  
  where you may return to the researcher OR submit to the IRB.  
 
 

 

13. Last, you MUST click I am done in the upper right corner of the window. 
 

14. Upon return to the Home screen, the protocol you just reviewed is  
       no longer listed under Things to do. You have completed that task  
       and may now complete another.  

15. Last, you MUST click  in the upper right corner of the Home 
screen to release the submission to the next step and person.  

For more detailed steps & information, see the  
“eRIA Guide for Principal Investigators and Researchers”  

and the “eRIA Navigation Guide” at Princeton.edu/ria/eria. 
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For help, contact eRIA Support at eria-irb@princeton.edu or 609-258-0865.  
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