
Submitting your Risk 
Mitigation 

Plan on Tick@lab
AMENDMENT 
PROCESS



IMPORTANT NOTE!
Remember to allow pop-ups for the 

browser that you are using to submit 
your plan. If you do not allow pop-ups 

the system will not work properly.



Tick@Lab URL 

https://lar.utrgv.edu/tickatlab/default.aspx

Use your UTRGV credentials to log in.

https://lar.utrgv.edu/tickatlab/default.aspx


User Access
If you have an approved protocol that you cannot access please contact us at IRB@utrgv.edu
explaining the issue. With some updates to the system, users may lose access to protocols. We 
will look at your account to ensure that any errors have been fixed. 

mailto:IRB@utrgv.edu


Once logged in you should see this. Click on 
‘Protocols’



Only the PI and Co-PI’s can amend an 
approved protocol.

1. From the drop down list, select Approved 
Protocols then click on Apply Filter. This will 
pull up a list of only your approved 
protocols.

2. Click on the project you want to amend to open up the document level below –
known as Documents/Versions in File



Documents/Versions in File is the collection of 
documents related to the project.

* Right-click the document level of the 
project to open the menu, then select 
Amendment.

*



In the comment box, type “Risk mitigation plan for 
COVID-19 outbreak” then click Ok.



After creating the amendment, right-click 
again and select ‘check-out document’.



Now, click on ‘Open document’ from the same 
right-click menu, this will take you into the 
application.



The amendment tab is now created. Click on the tab to 
view and answer the questions related to your proposed 
changes. 

You must answer all the questions on this tab. While the purpose 
for this amendment is to submit your risk mitigation plan, you may 
choose to propose other changes. For Question 2 please refer the 
reviewer to your risk mitigation plan that you will attach to this tab, 
in addition to the description of any other changes you are 
proposing (if applicable).

Depending on your requested changes, you may be required to 
revise other tabs.



You must attach your risk mitigation plan to this Amendment 
tab. You do this by clicking on the Attachments button at the 
top or bottom of the application.

This will generate a pop-up window.



Make sure that the Amendment tab is selected to the left.
In this pop-up box start by clicking on Browse to find 
the risk mitigation plan document that you intend to attach.



1. Add a description for the document 

2. Click the ‘Add’ button

4. Lastly, click on the ‘Apply to document’ button

RISK MITIGATION PLAN.docx

3. Confirm that your document is listed here. 

After clicking on Apply to document, the window will close 
and you will be back on the main application.



You can confirm that you have correctly attached the 
document by looking to the right corner of the 
Amendment tab. You should see a paper clip icon.



After you have filled out the questions and attached 
your document, you want to make sure you Save your 
changes. 

Using the Action button at the top or bottom of the 
application, you can:

1. Save and check-in: this is used to save your changes 
and check in the document so someone else on 
your team can edit the amendment. 

2. Save: this just saves the document.



After you have saved your changes, you 
may submit the request.

To submit, click on the Workflow button at 
the top or bottom of the application, and 
select ‘IRBCO Administrative Review’ from 
the menu.



In the comment box, type “Risk 
mitigation plan for COVID-19 outbreak” 
then click Ok.



The status will change here from 
‘Amendment’ to ‘IRBCO 
Administrative Review’. This means 
that the amendment was submitted.



You can also confirm the status back on the Protocols page, you should see ‘IRBCO 
Administrative Review’ as the document status. 



Things to know
1. Risk mitigation plans are reviewed by the Emergency IRB panel. They will meet on a need 

basis to review these submissions in the most expeditious timeframe possible.

2. We will let you know if more information or revisions are required. We will leave a comment 
on the application on any of the relevant tabs where responses or changes are required. For 
instructions on how to view these comments and respond or revise an amendment, proceed 
to the next slides.



If your amendment is returned to you for 
revisions, follow these steps to revise.

The status will show ‘For Revision’. In the parenthesis it will 
indicate who sent it back to you. Either IRBCO or Designated 
Member.



1. Click on the file level to open the 
document level.

2. Right-click on the document to open 
the menu, then select ‘Check-out 
document’.



After checking out the document, click on Open 
document from the same right-click menu.



Click on the Amendment tab to the left, then Click 
on the Review button at the top or bottom of the 
application.  

A pop-up window will appear. 



Amendment

*Address any and all revisions 
required before submitting. 
Be sure that you make the changes, 
unless only questions are asked. A 
response in the response box is not 
enough if changes are requested. 

In this pop-up window you can 
navigate through each tab
to view any comments, or you 
may select the All tab at the 
bottom left to view a list of 
comments left on any of the 
tabs.



After all revisions and questions 
are addressed, you can close the 
pop-up window. 

1. You can click on the ‘Close 
window’ button at the top left.

2. Or, you can just click on the X 
at the top right of the box.



If you need to replace your risk mitigation 
plan with a revised version you can delete 
the old version, and attach a new copy. 

First, click on the Attachments button at 
the top or bottom of the application.



On the Amendment tab, right-click 
on the document that you want to 
replace. Then select Delete 
Attachment. 

Once deleted, follow the steps from 
slides 12-15 for attaching 
documents.



Save your changes before submitting. 
Then, submit.

To submit, click on the Workflow button at 
the top or bottom of the application, and 
select ‘IRBCO Administrative Review’ or 
‘Designated Member Review’ from the 
menu – depending on who sent the 
amendment back to you.



Status Update
After submitting your initial amendment or revisions you may request a status on the review 
by sending an email to IRB@utrgv.edu with the IRB number and your request for a status. You 
may also send an email to this same address for any project related questions.

*Remember when emailing us about your project, we need your IRB number so that we can 
track it for you. Your number is located here:

mailto:IRB@utrgv.edu


Contact Us
If you have any questions about these slides or have trouble following along, please feel free to 
contact the Office of Research Compliance Staff at:

Kimberly.fernandez@utrgv.edu

Nadia.garzaderamirez@utrgv.edu

Edith.ramos01@utrgv.edu

Cristy.bradfield@utrgv.edu

mailto:Kimberly.fernandez@utrgv.edu
mailto:Nadia.garzaderamirez@utrgv.edu
mailto:Edith.ramos01@utrgv.edu
mailto:Cristy.bradfield@utrgv.edu
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