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The OneAegis Dashboard 

What do you want to focus on? 

Log into OneAegis via SSO. On your landing page, select the relevant committee, or 
select ‘Show Everything’. 

Selecting ‘Show Everything’ will show you all the boards/committees you have 
projects with. 

 

If you need to change your selection, you can click the switchboard icon in the top right 
corner. 
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Dashboard Tabs 
On your Dashboard, you will have tabs showing either the committee you selected on your 
switchboard, or all of the committees you have projects with if you selected ‘Show 
Everything’. There will also be an ‘xForms’ tab if you have any open drafts or forms in 
progress. 

Note: The screenshots below show what your dashboard would look like if you selected 
‘IACUC’ on the switchboard, but the functionality is the same regardless of the committee. 

Projects Tab 

The ‘Projects’ tab shows all your submitted applications whether they have been approved 
or they have been submitted to the IACUC/IBC for review. 

 

This is the tab you will use to find your studies to make personnel and protocol 
amendments from. 

Note each study has the study number, title, status, and expiration date (if applicable). 
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On this tab, you can filter the studies you are on by your role. Click the study role you would 
like to filter to and click the role again if you would like to unfilter your studies. 

 

Clicking on a project number will take you to that project’s page (see below). 
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xForms Tab 

The xForms tab will display all of your forms that are not yet approved. This includes initial 
applications, protocol amendments, personnel changes, etc. 

You can filter these applications by the status they are in. If you have drafts of forms that 
you have not submitted to the committee yet, use the ‘Unsubmitted’ filter. If you want to 
check the status of a submission that you have sent into the IACUC/IBC oƯice, use the 
‘Being Processed At A Later Stage’ filter. If there are forms that have been sent back to you 
by the committee, there will be an ‘Awaiting Your Attention’ filter highlighted in orange. Click 
the filters again to show all forms. 

 

If you are using this tab to navigate to your forms to edit, be sure to click the name of the 
form on the card. These cards show (from top to bottom) the name of the form, project title, 
the stage/status, submission type, study number, and either the date the form was started 
if it has not been submitted, or the date the submission entered the current stage/status. 
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Project Pages 
Clicking on the project number from the Projects tab (see above) will take you to a projects 
page. The project page contains basic study information such as the title, the applicable 
committee, the project department, the study type, the approval dates, expiration dates, 
current personnel, the approved application, and all study ‘events’. 

 

From this page, you can create associated forms such as Personnel Amendments and 
Continuing Review forms or create a copy of your application for a Protocol Amendment or 
a Three-year Renewal. 

The approved application appears under ‘Reference xForms’. Click the link to view the 
application.  
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If you would like a PDF of your approved application, scroll to the bottom of the form, click 
‘More’ and the ‘View as PDF’. Click ‘Generate’ on the following pop-up. 

 

 

The project page will also display all personnel with their roles under ‘Project-Site 
Contacts’.  

Last on the project page are the ‘Events’. These detail all submissions associated with this 
project including the initial submission and any amendments both personnel and protocol. 
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Starting and Submitting an Initial Application 

Creating a new application 
1. On any of your dashboard tabs, click on Start xForm. 

 

2. Click on the application you would like to start. If you selected a specific committee on 
your switchboard, only the applicable application will be available to select. If you selected 
‘Show Everything’ on the switchboard, all applications will appear. 
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3. Fill out the application. Most questions are marked as required.  

a. If you have filled out all the required questions on the page, you will be able 
to advance by clicking Next either at the bottom of the page or at the top 
right. If you click Next before answering the required questions, you will get 
an error prompting you to fill out the blank questions. 

 

b. If you would like to advance to another page on the application without filling 
out all of the required questions, you can use the drop-down menu located at 
the center-top of the application.  
Note: Other pages will appear in the drop-down menu based on how certain 
questions are answered on previous pages.  
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c. If you have worked through the application, but have skipped questions 
throughout the application, clicking Check & Submit Form in the drop-down 
menu will take you to a page with a list of links to pages with required 
questions that you have missed. You will not be able to submit until all 
required questions are completed. 
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Things to note 
 The system saves your data every time you move to another page of the application. 

Be sure to use the ‘Save for Later’ button at the bottom of the screen whenever you 
take a break from working on the application. 

 

 When adding the Principal Investigator, only faculty members will appear in this 
field. Search by their last name, and then their first initial if they do not show up: 
‘LastName, F’. If they still do not appear, please reach out to iacuc@byu.edu to get 
them added as an eligible PI. 

 If you are not the PI, but you are the form creator, don’t forget to add yourself to the 
list of study personnel. 
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 If you are the form creator and you have not submitted the form to the committee 
yet, you are the only one who is able to edit the application. Adding people to the 
personnel cards does not automatically give them access to the form. They are only 
added once the form has been submitted to the committee for the first time. 
If you need to have multiple people working on a brand new xForm, add them as a 
‘Collaborator’. At the top of the form’s page, click on ‘Collaborators’. 

 

In the ‘EMail’ field, search the user by their name or the netid@byu.edu email. 
 Change the ‘Access’ to ‘Edit, manage, and submit’. This will give the user  
 permission to edit the form, add other collaborators, and submit the form to the 
 next stage. Then click ‘Add’. The user will receive an email with a link to the  
 application for them to edit. You can CC yourself on the email if you would like. 
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 If the PI is the user submitting the form, they will sign oƯ and the form will be sent to 
the IACUC/IBC staƯ for processing. If someone other than the PI is the user 
submitting the form, the form will move to the ‘PI Signature For non-PI Submission’ 
stage and the PI will get an email notifying them that there is an application ready for 
their review. The PI will be able to sign oƯ on the submission and submit the form to 
the IACUC/IBC staƯ or the PI can send the submission back to the form creator for 
editing. The PI cannot edit the form when it is in this stage. The form can only be 
edited in the ‘Data Entry’ stage. 
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Responding to Committee Feedback 
Once you have submitted a form to the IACUC/IBC, if there are changes requested, the 
form creator and the PI will receive an email notifying them that changes are required 
before they resubmit to the IACUC/IBC. A link to the application will be in the email. The 
form can also be accessed from your OneAegis dashboard. See the xForms tab section 
above. (Example email below) 
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The email notification may have information on what needs to be changed before 
resubmission, but there also may be notes from reviewers or IACUC/IBC staƯ throughout 
the application specifically indicating the questions that need to be changed. To view these 
notes, scroll to the bottom of any page on your application, click ‘More’ and then ‘View 
Questions with Notes’. 

 

This will open up a new tab that will show all of the questions with notes and which page 
they are on. You will not be able to edit the questions from this page, but there are links that 
will take you to the questions for you to edit.  

Once you have made the necessary changes, resubmit the application. It will route to the 
PI for signoƯ as applicable. 
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Creating Amendments or Other Forms 

Personnel Amendments or Continuing Review Forms 
Navigate to the project page you need to edit the personnel on. See the Projects Tab 
section above to navigate to the project page. 

In the ‘Action’ menu on the left-hand side of your screen, click ‘Start xForm’. 

 

Select the form you would like to start. Fill out the form as necessary and submit it to the 
IACUC/IBC oƯice. 

If you have started a form but need to come back to finish and submit the form later click 
‘Save for Later’ at the bottom of the page. You can find the form on the ‘xForms’ tab on your 
Dashboard. 

See Responding to Committee Feedback for instructions on any feedback the committee 
has for your form. 



  
 

  17
 

Protocol Amendments 
Protocol amendments are started diƯerently than other forms on a protocol. In OneAegis, 
protocol amendments are actually just a copy of your approved application. 

On the project page of the protocol that needs a protocol amendment, select the Copy 
icon next to approved application under ‘Reference xForms’. 

 

The next screen will give you an option to ‘Create a new three year application’ or ‘Amend 
your approved IACUC Application’. For a protocol amendment, choose ‘Amend your 
approved IACUC Application’. 

 

This will create a copy of your approved application. The first page asks for information 
about the amendment including what is being changed, and a brief description of the 
amendment. There is also a link to create a personnel amendment. 
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Click Next and make the changes in the sections of the application that need to be 
changed. You can navigate the application from the dropdown menu at the top of the page. 

 

Submit the application as you would an initial submission. See Responding to Committee 
Feedback for instructions on any feedback the committee has for your amendment. 

Copy your Protocol for a three-year Renewal 
On the project page of the protocol that needs a protocol amendment, select the Copy 
icon next to approved application under ‘Reference xForms’. 
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The next screen will give you an option to ‘Create a new three year application’ or ‘Amend 
your approved IACUC Application’. For a renewal, choose ‘Create a new three year 
application’. 

 

This will create a copy of your approved application, but it will not be associated with the 
previous project number. Make any needed changes to the application and submit it as you 
would an initial application. A new number will be assigned on submission. 

See Responding to Committee Feedback for instructions on any feedback the committee 
has for your amendment. 

 


