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1.  GENERAL INFORMATION 

 

Integrated System in Healthcare for Research (iSHaRe) is a SingHealth platform for investigators, 

administrators and institutions to track, monitor and manage their research portfolios more 

efficiently. 

The iSHaRe has the following modules:  

 e-CIRB  

 e-IACUC 

 Grant Management 

 Grant Disbursement 

The e-CIRB module is the first module launched. With effective from 15 September 2014, all new 

CIRB applications have to be submitted via iSHaRe e-CIRB for review and approval.  

Applicable submissions include the following forms/ reports: 

 

 CIRB Application Form  

 CIRB Exemption Form  

 Amendment  

 Study Renewal Report (under development) 

 Study Closure Report (under development) 

 Study Reactivation Report (under development) 

 LSAE Report (under development) 

 Protocol Deviation / Non Compliance Report (under development) 

 Other Reportable Event Report (under development) 

 

This User-Guidebook is aimed to provide the information necessary for users (i.e. Principle 

Investigators, Site-Principal Investigators, Co-Investigators, Study Team Members and Protocol 

Administrators) to effectively use the e-CIRB module in their new CIRB applications. This guidebook 

includes a walkthrough of the basic system navigation and step-by-step procedures for system 

access and use.   

  



 

Last Updated 11 June 2015   Page 4 of 20 

1.1 System Requirements 

 

iSHaRe can be accessed using any major Internet Browsers. 

The minimal system requirements are: 

 Microsoft Window 7 and above 

 Internet Explorer 9 and above 

iSHaRe does not support Window XP system and Internet Explorer 8.  

 

1.2 Contact Us 

 

If you have any queries, please contact irb@singhealth.com.sg.  
  

mailto:irb@singhealth.com.sg
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2. GETTING STARTED 

 

This section provides a general overview of the user interface and also step-by-step procedures to 

guide users in the creation of a new CIRB application. 

To complete the registration of your iSHaRe account, please update your user appointment 

upon the first log-in. 

 

2.1 Understanding the User Interface 

 

Understanding the user interface will allow users to navigate through iSHaRe effortlessly.  

2.1.1 iSHaRe Icons 

 

The following are the icons users commonly encounter when completing a CIRB application and their 
respective functions. 

 Unread Notification  Read Notification 

 
Save Draft 

 
PI Declaration 

 
General Comment 

 
RDO Check 

 
View Endorsers and 
Endorsement Status  

Finalise 

 
Print 

 
Unlock IRB form 

 
DR Endorsement 

 
IR Endorsement 

 

2.1.2 Dashboard 

 

The “Dashboard” is the navigation hub of iSHaRe.  

The functional areas are mostly incorporated in the 1) navigation bar that span horizontally across 

the top which enables users to quickly access the various sections available to them and 2) shortcut 

sidebar on the left hand side of the page. 

As user access right is dependent on one’s role in iSHaRe e-CIRB, different users may have a different 

view at the “Dashboard” page upon log-in. 
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Notifications serve to provide a quick overview of any updates of a study. The figure indicates the 

number of unread notifications as opposed to the total number of notifications. Click on “See All” to 

view all notifications or to delete specific notifications.  

 

To delete the notifications, tick the checkbox next to the notification you wish to delete and click 

“Delete” on the header of the list. 
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2.1.3 My Tasks 

 

The “My Tasks” page is where users can view the items that are pending their action.  

As shown in the image below, there are various routes to access the “My Tasks” page. The figure 

beside each tab provides an overview and reflects the number of pending task(s) to be done. 

 

While in the “My Tasks” page, users will be able to see the status of the pending task(s). Clicking on 

the status (e.g. Pending PI Declaration) will navigate the users to the study where they can perform 

their pending task(s). 

 

2.1.4 My Studies 

 

The “My Studies” page is where users can view or access the list of studies, including draft 

applications, which they are part of or have a role in. 

The statuses of the studies are reflected under the “CIRB Status” column. 

Clicking on whichever, the iSHaRe Reference Number, CIRB Reference Number (generated when the 

application is submitted to CIRB) or Protocol Title, will lead users to the “Study Workspace”. See: 

2.1.5 Study Workspace 

 

CIRB application in the draft stage which has not been finalised can be deleted from this page. 

 

 

1 

2 

3 
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Only the Principal Investigator named on the application of that study is able to delete the 

application form from the system. 

 

 

2.1.5 Study Workspace 

 

The “Study Workspace” page is where the CIRB application can be viewed or edited. All study related 

details and documents are found here. 

If the study has not been finalised, it will be editable. The page will appear as shown in the image 

below. 

 

If the study has been finalised, it will only be viewable in all circumstances. The page will appear as 

shown in the image below. The application form will only be editable when the Principal Investigator 

unlocks the form before performing the declaration. See: Section 2.2 Creating New CIRB Application 

(Point 9) 
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2.2 Creating New CIRB Application 

  

This section provides a detailed description for creating a new CIRB application on iSHaRe. In 

general, there are 2 types of CIRB application: 

a. CIRB Application Form 

b. CIRB Exemption Application Form 

The flowchart below shows the general flow of a typical submission process.  
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1. To generate a new CIRB application form, click on “CIRB” at the shortcut sidebar on the left. 

2. Click on the tile “New Application”. 

3. Select the appropriate form type for submission to CIRB. 

 

 

 



 

Last Updated 11 June 2015   Page 11 of 20 

Users may click on the icon ( ) for further information while creating a CIRB application, if 

required. 

 

4. Click on the tabs on the left panel to navigate to the relevant sections to fill up the application 

form. 

 

  Certain sections will only be displayed depending on the form type or questions  

  selected. 

 

Section D When CIRB Application Form is selected. 

Section G When CIRB Application Form is selected and “Clinical Trials” is 
selected in Question D1. 

Section J When CIRB Exemption Application Form is selected. 

Section L, M, N,O When CIRB Application Form is selected and relevant options in 
Question K7 is selected. 

Section P, Q When CIRB Application Form/ CIRB Exemption Application Form is 
selected and relevant options in Question F17/ J2(v) is selected. 

 

 When filling up the application form, refrain from copying and pasting as this may affect the   

  formatting of the pasted text. 

 

Please remember to click on the save icon (  ) at the top of the page, just below the 

navigation bar before navigating out of the application form.  
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5. Click on “Study” on the left panel to view the iSHaRe Reference Number.  

 

The iSHaRe Reference Number will only be generated when the form has been saved. To 

save a created application form, users will need to fill up the Protocol Title and add at least 

the Principal Investigator. The save icon (  ) can be found on the top of the page, just 

below the navigation bar. 

 

 

6. Click on “Section” on the left panel (if not currently in this tab) and select “Section B: Study Sites, 

Study Team & Submission Board”.  

 

To add study team members, click on “Add Study Team Member”. Users can search by the email 

address, family name, given name or alias. Select the correct profile (if there is multiple 

appointments) and study role before clicking “Confirm”. Click on “Add Study Team Member” 

again if there are more members to be added. 
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A person can only be found after having registered an iSHaRe account and updated his/her 

user appointment upon the first log-in. Please proceed to register for an account using your 

official email address (preferably) if you have not. SingHealth and CGH users can log into 

iSHaRe using their existing ADID and password. 

 

To make any changes to the study role, click “Edit”. To remove a member, click “Delete”. 

 

Please ensure that for each Principal Investigator/ Site- Principal Investigator appointed, there is 

a respective site selected in Section B1. 

 

Please also ensure that the profile of the Principal Investigator selected is correct and it matches 

the capacity under which he/she is performing the study. In the event the Principal Investigator 

is conducting the study under another capacity (i.e. not his primary appointment), he/she should 

update the user profile by adding another user appointment. This can be done by clicking on the 

name at the top right hand corner of the page. 
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7. Once the application form has been duly filled up, click on the finalise icon ( ) found at the top 

of the page, just below the navigation bar. 

 

 

Any user who is part of the study will be able to edit and finalise the application form. Once 

it is finalised, the application form can only be edited by the Principal Investigator.  
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8. By proceeding to finalise, some users may be prompted with certain system messages. 

 

a) Users may be prompted that mandatory questions in the application form are not filled up. 

Please proceed to fill up the relevant sections before finalising. If Section B2 is shown, please 

ensure that the CV and CITI for all Study Team Members and SGGCP for all Principal 

Investigators and Site-Principal Investigators conducting clinical trials have been uploaded. 

 

b) Users may be prompted that there is no Department Representative. Please provide a 

screenshot of the message and email CIRB together with the iSHaRe Reference Number of 

the application form. 

 

c) Users may be prompted with system message as shown below. Please ensure that there is a 

respective site selected for each Principal Investigator/ Site-Principal Investigator appointed 

in Section B2 (vice versa). If doing the above does not resolve the issue, please provide a 

screenshot and email CIRB together with the iSHaRe Reference Number of the application 

form. 

 

9. Upon successful finalisation, the Principal Investigator will be prompted with both system and 

email notification requesting for PI declaration. This is only applicable when the Principal 

Investigator is not the creator of the application form. Before proceeding to do so, the Principal 

Investigator can unlock the application form to make further changes by clicking on the unlock 

icon ( ) found at the top of the page, just below the navigation bar. 
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Once the application form has been finalised, it will not be editable to any other members in 

the study unless the Principal Investigator unlocks the form. This can only be done before 

the Principal Investigator performs the declaration. 

 

10. If there is no changes to be made to the application form after finalisation, the Principal 

Investigator may proceed to perform the declaration by clicking on the PI Declaration icon ( ) 

at the top of the page, just below the navigation bar.  
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Changes to the application form are not allowed after the Principal Investigator has 

performed the declaration. Any further changes is permitted only if Department 

Representative, Institution Representative or Research Department Office raises queries on 

the CIRB application to the Principal Investigator or if the CIRB application has been rejected. 

 

11. The CIRB application will now be ready for Research Department Office check (not applicable to 
National Cancer Centre and external institutions), Department Representative Endorsement and 

Institution Representative. The endorser list can be viewed by clicking on the endorser icon ( ) 
at the top of the page, just below the navigation bar. 

 

The Department Representative and Institutional Representative have to endorse the study 

before it can be submitted to CIRB. For multi-site study, the declaration and endorsement 

for the study site(s) will only occur after the main Principal Investigator has declared. 
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If there is Conflict of Interest (COI)* for the study, please remember to add in the COI DR/ IR 

after the endorser list has been generated. 

 

 

 

 

 

 

 

 

*COI occurs when the Department Representative and/or Institution Representative is part            

of the study. 

 

12. The Research Department Office, Department Representative or Institution Representative may 

raise a query at any point in time regarding the CIRB application. The Principal Investigator will 

be notified via system notification if any query is raised. 

 

By clicking on the Protocol Title, the Principal Investigator will be brought to the application form 

where he/she may view the comments by clicking on the general comment icon ( ) at the top 

of the page, just below the navigation bar. The unlock icon ( ) has also appeared on the page 

for the Principal Investigator to unlock the application form. The Principal Investigator or 

members involved in the study can make relevant changes to the application form if necessary. 
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To respond to the comments, the Principal Investigator can click “Reply” in the action column 
and proceed to enter his/ her comments. 
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13. If there are no more queries, the endorsement process will continue. 

 
14. After all endorsements are completed, the CIRB application will be submitted to CIRB for review.  

 

Once the CIRB application has been submitted to CIRB, the CIRB Reference Number will be 

generated. The CIRB Reference Number can be found in “My Studies” and “Study 

Workspace”. 

 

 

 


