
WELCOME 
TO THE NEW IRB ELECTRONIC SYSTEM

Tick@lab
IRB Member Review Training
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Tick@lab URL

Log in with your UTRGV Credentials
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https://lar.utrgv.edu/tickatlab/default.aspx

If you are unable to log in please contact the Office of Research Compliance at (956) 665-2093/ 
(956) 665-2889/ (956) 665-3598 /  (956) 882-7743. 
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IMPORTANT NOTE:

Remember to Allow Pop-Ups in your 
web browser.

If you do not allow pop-ups, the system will 
not work properly.



4

After logging in to Tick@lab, this is what you will see as an IRB Member. This system is used for
Animal Use Protocols (AUP) and Human Subjects Research Protocols (IRBP)

How to Access a Protocol for Review 

Click on the IRB ribbon
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How to Access a Protocol for Review 
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• You will receive an email from Tick@lab indicating that you have been assigned Reviewer to 

review a protocol.

How to Access a Protocol for Review 
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How to Access a Protocol for Review 
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How to Access a Protocol for Review 
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• Select “Check-out document” from the context box.
• By Checking out the document, you will be able to add 

Comments, Questions or Concerns while reviewing the 
protocol.

How to Access a Protocol for Review 
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Remember, only one person at a time can work on an application. 
• Others can view in read-only mode, while the document is checked-out.

Checked-in (operational mode): Means it is available to see and edit.

Checked-out (read-only mode): Means someone is working on the document.

How to Access a Protocol for Review 
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• After checking the document out, right-click on the file.
• Please select “Open document” to access the protocol information. 

How to Access a Protocol for Review 
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• Once in the protocol

How to Review Information within a Protocol
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How to View Attachments

Next to each tab, you can find 
out if a document is attached 
indicated by a paper clip icon
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How to View Attachments

You can access the attachments by 
clicking on the “Attachments” button 
at any time. 

It is recommended the PI included each of their attachments on the corresponding 
tab, however sometimes they do not.
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How to View Attachments

List of all attachments will show here

Click “All” tab to see the attachments anywhere in the document. 
This is faster than clicking on each of the tabs separately. 
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How to View Attachments

If you would rather access attachments by tab, you can do so by 
clicking on any of the tabs one by one.



Tick@lab has a function that assists reviewers in comparing document versions.

Using the compare versions option will make it easy to identify what changes were made 
from the time you first reviewed and the version that has been sent back to you for final 
approval.

Compare Version button

This is also a great tool to review Amendments.
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Example: The reviewer provided feedback that the PI has now addressed. The revisions have 
Come back to the reviewer through the workflow for final approval.
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How to use the Compare Version option

Once you are inside of the document click 
“Action”

“Compare Version” you can compare two versions of a document 
with each other.
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•A pop-up window will show you the different versions of the document.

Click “Ok” to start comparison

How to use the Compare Version option

Select the document version that will be 
compared with the one you are reviewing.
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How to use the Compare Version option

After the system finishes the comparison, a pop-up 
window will indicate all differences found.
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How to use the Compare Version option

To stop this function, please click on 
“Stop comparison”

After stopping comparison you will continue with the regular review process
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All review items should be listed as review topics on each corresponding 

tabs. Do not leave your review as part of your comment when sending 
the project to the PI (shown later).

• If you have any Comments, Questions or Concerns, 
you can add them by using the review button at any 
time during your review.

How to Add Review Comments



23• A pop-up window will open. Click on “Start 
new topic” to open a text box.

• Once you click on the Review button, this is what you will see

How to Add Review Comments
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Write Text here

•You can change “Topic” to be more specific.
•You can include your feedback as a Question, Comment, or Concern specific 
for each tab that you are reviewing. 

Select appropriate type.

How to Add Review Comments
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• After including your feedback, click “Publish”
• You can “Publish” as many items as necessary under each of the tabs.
• By “Publishing” your feedback you will be allowing others (i.e. IRBCO, 

Research Team Members) to see. 
• If you have a question for ORC staff, please use regular email or telephone. Do 

not publish on Tick@Lab.

How to Add Review Comments
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•This is what you will 
see after your
Comments, Questions 
or Concerns have been 
posted

•Please use “close window” button to 
return to tab

How to Add Review Comments
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After reviewing the project application the Board Member has 3 options to 
proceed:

1) Push back to IRBCO along with your determination (e.g. Approved, 
Deferred). Do not leave review details, only your determination.
2) Push to Full Committee Review – We do not recommend doing this. If you 
feel something should be sent to Full Committee Review please 
communicate with ORC staff. They will process appropriately.
3) Push to PI directly for Revisions (Please note PI will see all          
comments but reviewers identity will be masked).

*See table on next slide with more information on when/how to use these 
options.

How to Send the Project to the PI for Revision 



28

Desired Action / Comment Workflow Option

Approve IRBCO Administrative Review
Defer and member wants the IRB Coordinator to 
pre-view changes prior to the application coming 
back to member

IRBCO Administrative Review

Defer and member wants the revised application to 
come directly back to member for review and 
approval

For Revisions (Reviewer)
(major changes required before approval)

Approved once minor stipulations are addressed, 
IRB Coordinator can check that changes are made 
and may approve

IRBCO Administrative Review
(minor / non-substantive changes only)

Member requests deferral to Full Committee 
Review 

IRBCO Administrative Review
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Please use this box to communicate with the next Workflow user.
(Do NOT include your review here, your review should be included using 

the review buttons on each tab). Use the table on previous slide for guidance on the type 
of comment to leave based on your desired action.

How to Send the Project to the PI for Revision 
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When you are done reviewing click “Back 
to overview”

How to Send the Project to the PI for Revision 
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•After you send your recommendation, the system will automatically “check-in 
document”, and will send it to the IRB Coordinators (IRBCO).

Complete
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Serving on this board is the toughest volunteer role, and you took on this role with 
complete dedication. The Office of Research Compliance staff want to 

express their sincere gratitude for your service.

Office of Research Compliance

 Edinburg Campus
-Kimberly Fernandez (956) 665-2093

-Edith Ramos Kolahdouz (956) 665-2889
-Cristy Bradfield (956) 665-3598

 Brownsville Campus
-Nadia Garza de Ramirez(956) 882-7743 
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