
Full-Committee Review  - How to Set up Meetings 

• Meetings should be created in the system, in advance of assigning projects to an 
agenda.  

1. Select “Meetings” from the shortcuts menu on the left of any workspace 
2. Select “Create New Meeting” and fill in details 

• Best Practices: 
– If the IRB schedule is issued once a year, schedule meetings at the same time. 
– Have at least two meetings set up at a time, so that projects may be easily re-

assigned to the next meeting, as needed. 
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