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Complete the protocol submission form. Only the red starred items are actually required. Keep in mind
that you can always edit your protocol after you initially save it.

Note the fields that have the “Add” button. These fields are used to find the names of other Mentor users
who will be working on your protocol. To use these fields, type in the first letters of the person’s last
name. As you type, a list will popup below the text input box. Continue typing to narrow the list down.
Then select the desired name from the list:
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Note: You must select the name from the popup list. Typing in the name in the text box will not work.
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After selecting the name, click the Add button. The name will appear below the box and you can add
additional names as needed. If you select the wrong name, just click the “x” to the left of the name and
the name will be removed:
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When you select the Review Level, depending on your institution’s setup, additional questions may appear
below. These may include exemption or expedited review categories as well as custom defined questions
by your institution.

There are generally two file upload buttons on the initial submission form. After you save your protocol,
you can upload additional files by using the Upload Docs button that appears at the top of the view
protocol page. We limit the number of files you can upload on the initial submission form to ensure that
all the information is recorded.
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Another option for uploading files to protocols is to use the “Replace” function. This is handy for doing
revisions to protocols or consent forms. Click the Context Menu on the file you wish to replace on the
View Protocol page. The Context Menu is the small maroon page icon to the left of the file date:

Select “Replace” and Mentor will open a file upload form. Just upload the new file and it will replace the
existing file, rather than listing the new file below the existing file. The original file is maintained in a
“version control” system in Mentor. Just click the “Versions” option on the Context Menu to download a
prior version of the file. You can also “Rollback” to the original version or any subsequent version of the
file.

Note the Annual Reports and other tabs at the bottom of the protocol (labels on these tabs will vary by
client institutional setup). There is no annual report listed on a new protocol since it hasn’t yet been
approved. Likewise, you cannot amend a new protocol, so these tabs don’t become active until after the
protocol is approved.
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