
Quick Reference Guide: How to Create/Submit an Amendment 
 

1. Log in to Click with UBIT name and 
password 

 

 
 
 

2. Click on the IACUC tab in the bar 
across the top of the page 

 

 
 

3. Click on your Research Team – You 
can filter the Team Names for an easier 
find  

 

 

If you don't know your 
name / password or 
you need to reset 
your password, please 
contact UB CIT at 
support@research.buff
alo.edu or 645-3542 for 
help. 
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4. Select the Active Tab to view a list of 
all your currently approved protocols. 
Find your protocol that needs to be 
amended in the list of Submissions. 
 
Click on the title to open the workspace. 
 
 

 

  

5. In the left column, under My Current 
Actions, there should be an Action 
button for “Create Amendment.”  Click 
on that button. 
 

 

6.  Answer the questions on the 
following page briefly describing the 
changes you are making and explaining 
why.  Hit Continue to move on to the 
protocol.  
 

                      



Quick Reference Guide: How to Create/Submit an Amendment 
 

7. Scroll through the protocol pages until 
you get to the pages relevant to the 
change you are making.  Make the 
appropriate changes to the protocol to 
fully describe the changes. 
 
 

 

8. Click “Save” and then “Exit”  
 
 

      
 
 

9. On the left side of the screen, under 
My Current Actions, there should be a 
“Submit” button.  Click on that button to 
send the amendment to the IACUC office 
for pre-review. 
  

 

If you are adding personnel, all new 
personnel should be added on the Protocol 
Team Members page and then have duties 

assigned to them on the Procedure 
Personnel Assignment page 

 


