
© WCG Clinical 2023. All rights reserved.

Andy Parkhurst
Institutions Partnership Manager

WCG IRB Submissions
Training - UCLA

February 12th, 2024



© WCG Clinical 2023. All rights reserved.
2

What You Will Learn Today

• Connexus Access and Dashboard

• Submission Workflow

• System Navigation

• Resources and Support

• Q & A
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System Access & Signing In
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2 Ways to Access the System

• Logins & Support Webpage:

• https://wcgclinical.com

• Click Client Logins & Support

• LOGIN to WCG IRB Connexus

• Direct Link:

• https://connexus.wgirb.com
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Signing In

• Your username is your email 
address

• New Users can register using the 
Create a new account button



© WCG Clinical 2023. All rights reserved.

Dashboard and Access Roles 
Overview
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WCG IRB Connexus Dashboard

This is your landing page and central hub for 
most WCG IRB Connexus activity.

• Contains:

• Notification area

• Make a Submission button

• Request Access button

• Track Submissions area

• Search

• Tabs – Needs Action, In Progress, Drafts

• Two different views per your preference
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Dashboard – Card vs Chart View
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Make a Submission Options

The Make Submission button on the Dashboard 
allows you to start any type of submission.

Select one of the following options:

• Initial Review of a New Protocol (~2 weeks 
barring any holds):

• For existing studies (~1 week barring any 
holds):

• Add Principal Investigator/Site (to submit a 
new PI for Initial Review) 

• Add Documents to Study/Site (to submit 
amendments to current approvals)
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Request Access

When you request access to a Study and Site: 

• A notice is sent to all Managers regarding the 
request

• You will receive an email notification when it 
has been accepted or rejected

• Managers are responsible for ensuring users 
receive the appropriate permission level for 
their role

• Managers may also invite users to join Studies 
or Sites



© WCG Clinical 2023. All rights reserved.
11

Site Roles Overview

Site tasks each role may perform based on permission levels:
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Make a Submission: Initial Review of New PI

For adding a new PI to a multi-site 
study already on file with WCG IRB, 
select the option below:
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Make a Submission: Initial Review of New PI

To add a new site onto an existing 
multi-site study, ensure the submitter 
has the WCG IRB Tracking ID # to 
make the new PI submission 

(study workspace access is not 
needed):

• Select “Enter IRB Tracking ID” 
on the right to submit under 
the study
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Online Submission Form

• Most submission documentation is 
incorporated into an interactive online form

• The system will guide you to fill out and 
submit any additional documentation that is 
required

• Progress through each step of the 
submission process is defined by:

• Checkmark: Step complete

• Partially-filled circle: Started, but 
incomplete step

• Empty circle: Not yet started

• A draft can be saved and resumed at 
any time
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Site Contacts

• Be sure to add all contacts who need to 
receive day-to-day correspondence from WCG 
IRB (we do not need a full list of all site staff)

• You can add study coordinators and/or 
Sponsor/CRO contacts

• Note: Adding individuals to this section does 
not grant them Connexus access to the 
workspace. They will still need to either 
request access or be provided access 
manually by a Manager afterwards.
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Research Locations

• Add all locations where research is 
engaged

• Be sure to double-check the 
information for accuracy, as 
approved locations appear on the 
Certificate of Action
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Research Team Training

• Certificates of training are not required to be 
submitted to WCG IRB

• Only the CV and Medical License (if 
applicable) of the PI are needed, if not already 
on file with WCG IRB

• An Updated CV will be requested if the 
one on file is 5 years out of date
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Institutional Services

• Always mark “Yes” to the Institutional Services 
question, since your institution has an MSA 
with WCG IRB

• Include the name of your organization and 
your WCG IRB Institution #

• UCLA #61626
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Consent Form Processing

• Your institution does have 
required consent language on file 
with WCG IRB; indicate Yes to the 
first question

• Select the 3rd option below 
when submitting a redlined 
consent for review.
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Uploading Additional Documents

• The end of the form will show a Document 
Checklist

• To upload a document, click on the link or drag 
and drop files into the designated area

• Avoid security or passwords on documents, as 
that may result in delays for your submission

• Additional smart forms that may be required 
can be located by navigating to the 
www.wcgclinical.com website and clicking the 
IRB & IRC Resource Center tab

• NOTE: UCLA OHRPP Sign-off cover letter is 
required for UCLA Initial Review Submissions to 
WCG IRB
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Submit for IRB Review

• The last step before you submit will allow you 
to download a PDF of your completed online 
form

• Click the Submit for IRB Review button in 
the bottom right-hand corner of the screen to 
submit for IRB Review

• A confirmation ID will appear within a few 
minutes and is accessible via your Submissions 
landing page
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Make a Submission: Change in Research

For adding documents to/submitting 
for an existing approved PI or study 
with WCG IRB, select the option 
below:
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Make a Submission: Change in Research

• Select the type of submission you 
will be making

• Follow the on-screen 
instructions/questions

• Upload documents and submit
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Submissions Tab

• Displays all submissions

• Click a Submission Name to view details

• Contains:

• Search / Quick Filters

• Table displaying submission entries 

• Defaults to Most recent or select All 

Records
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Submission Details

• Displays submission status and other 

submission details

• Also displays (if applicable):

• Submitted Sites

• Submitted Documents

• Outcome Documents
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Sites Tab

• Displays all Sites you have access to

• Click the PI Name for more details

• Contains:

• Search function

• Table displaying all site information, 

including the status of where particular 

documents are in IRB review
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Site (PI) Details

• Displays in-depth site information

• Also displays (if applicable):

• Site Submissions

• Outcome Documents 

• Site Contacts

• Manage Contacts
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Manage Contacts

• Only accessible from Study or Site Details page 

for sites in which you have the Manager

permission role

• View and manage current site contacts

• Invite contacts to join a site

• Approve or deny pending site access requests
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Resources and Additional Support

31



© WCG Clinical 2023. All rights reserved.
32

Resources Tab

• PDF version of the user guide

• “How-to-Videos”

• Quick Reference PDF Guides
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We Are Here to Partner With You – Contact Us!

• For general questions, WCG IRB 

representatives may be reached at: 

• 855-818-2289

• clientcare@wcgclinical.com

• Via Live Chat  

• For all other inquiries:

• Andy Parkhurst, Institutions Partnership 

Manager

• 360.252.2893 (PST)

• aparkhurst@wcgclinical.com 
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Questions and Answers!
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Thank you!


