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 Active study staff or the outgoing PI must create a Modification to change the 
Principal Investigator for an approved study. The incoming PI then submits the 
Modification. Changing the PI cannot be done using Edit Research Staff. 
 
 

1. Create a modification submission  
o If you are the new PI and are ready to submit, skip to Step 3: Submit the 

Modification. 

o Once in the “Parent” study (i.e. the study’s initial submission in eIRB) select the 
New CR/Modification button shown below.  

 
 

o Select Modification in (1). Then, review the Current Protocol Status in (2) and 
select any of the four statements that are true or not applicable. Click Continue.  
 

 
 

o On the Modification Summary page, check off Changes to PI and any items in (1) 
that are true. Then in (2) provide a description and a justification of the 
modification. List any documents that are being added/modified with this 
submission (i.e. informed consent form, assent form, required letter regarding 
change of PI, etc.).  
 

Change of PI (V2) 



 
 

 
 

o Once you have finished with the Modification Summary, click the Continue button. 
This allows you to edit a copy of the study’s current approved submission. 
 

o In section 1.0 Study Information, click Update next to the current PI’s name. When 
the Add Principal Investigator window opens, click on Select in (1). Select the 
name of the new PI from the list and click OK. 

 
o This will bring you back to the Add Principal Investigator window.  

 
o Review (2) and (3) to make sure the questions about consent and financial interest 

are answered correctly for the new PI. Edit if necessary. Then, click OK at the 
bottom of the window. 
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o At the top of the page, click Continue or use the Jump To menu to navigate to any 
other section(s) requiring editing. 
 

 
 

o In section 7.0 Attachments, add a letter from the outgoing PI agreeing to the 
change or a letter from the department chair or supervisor explaining the 
reason to proceed without the previous (outgoing) PI's agreement. Following 
the steps in the How to Manage Files in eIRB Job Aid, add or update any other study 
documents. 
 

o When you have completed the Modification, either click the Finish button on 8.0 
Final Page or click Save and then Exit at the top of the page. 
 

 
 

2. Notify the New PI:  
o If you if you are active study staff or if you are listed as an Additional Contact on the 

study, click on Ready for PI Review under My Current Actions on the submission 
workspace to notify the new PI.  
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! TROUBLESHOOTING: If you are missing the Ready for PI Review button or if the 
new PI cannot see the submission in All Studies, then active Study Staff must 
perform the following steps: 

• Go to the main study (parent) and click on Edit Research Staff. Click OK at 
the bottom of the window.  

• Then, return to your Modification submission (under the follow-on 
submissions tab) and you should see the button Ready for PI Review under 
My Current Actions.  It is advised that you also contact the new PI directly 
(outside of the system) to let them know it is ready for their review and 
submission. 

Try the above steps before contacting the IRB office. If you continue to have issues, 
contact the IRB office. 
 
 

3. Submit the Modification (New PI only): 
o If you are the new PI, you will receive a notification in the email listed in your user 

profile indicating that the submission is ready for your review once active study 
staff or the additional contact has clicked Ready for PI Review. You will need to 
submit the modification to change the PI. The previous PI will not be able to 
submit.  
 

o Click on Submit under My Current Actions. 

 
 

o You will know that you have submitted successfully when the submission’s “state” 
in the upper left-hand of the screen has changed from Pre-submission to Pre-
Review. 
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TIPS:  

o Once study staff has prepared the submission for your review, you can find the 
submission under ALL STUDIES.  

o  Refer to the How to Navigating to Find Existing Studies Job Aid that describes how to 
find your eIRB studies.  

o If you need to update your contact information (e.g. email address), refer to the How to 
Edit User Profile Job Aid that describes how to edit your eIRB user profile.  
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