
Add New Contact 

Attention students: Your mentor/advisor/chair must have logged in 
one time prior to adding you to their application. You will not be 
filling out a contact form for your mentor/advisor/chair. Instead, if 
you cannot find your contact in the system, you will need to ask your 
mentor/advisor/chair to log in for the first time.   

If an external researcher is not in the IRBManager database, you can add 
a contact by following the steps below.  

1. If you are not logged into IRBManager, do so.  

2. From the dashboard, click Start xForm  

 

  
3. Click on New Contact Form  



  
4. The contact form will pop up. Complete at bare minimum the 
researcher’s name and email address. The contact can complete the rest 
of the information when they are emailed via IRBManager.  

 
5. At the bottom of the form, click Next when you have input the 
contact’s information.  



  
6. Click Submit on the next screen.  

  
7. A confirmation page will appear.  

  
	


