
Submitting your IRB Application Packet 

1. Click on the link https://edgetest.apus.edu and enter the username and password provided in your 

initial email from Classroom Technical Support. 

 

 
 

Sample of Classroom Technical Support initial email; key data and links are highlighted in yellow.  (Each 

email will be individualized per user; therefore, the blank highlights will have your personal login data.) 

 
 

https://edgetest.apus.edu/


2. Once logged in, select the Sites tab at the top left of the screen; a window will appear, select the IRB 

Committee Members dropdown box, then click on the Drop Box option. 

 

 
 

3. You will then have access to your personal IRB Committee Members drop box folder.  This is where you 

will need to submit your IRB documents in order for the IRB Committee to access and view your 

documentation.  As you can see from the dropdown menu there are several options, but typically this 

area is used for uploads only.  To upload a file select the Actions dropdown box to the right of your file 

name and select Upload Files.  Note: if you can see the IRB Committee Members dropdown in your top 

APUS banner, you are uploading to the correct dropbox. (Your banner will always remain blue) 

 

 
 

 

 

 

 



4. A new window will appear, here you can simply drag and drop the necessary documents to the noted 

area, once all files are added, select Continue at the bottom right of the page.   

 
 

Sample of added files, and then just select Continue. 

 
 

  



 

5. If your document(s) appear under your file name, then you know your submission was successful.  

Additionally, if you need to make revisions to a document and resubmit it we suggest using the Upload 

New Version from the document Actions dropdown box.  This will allow you to replace the older 

version with the newly revised version in one single step. 

 

 

After each submission an automated email is sent to the IRB Office; the documents will be quickly reviewed 

for completion and accuracy.  The IRB Office will be in contact with you within a few days to explain the next 

steps of the review process.   

Please be mindful that your application is clear and complete, if any support documentation is missing or the 

application is not completed in its entirety, this will prevent your application from moving forward in the 

review process and may push your IRB application to the next review cycle, causing unnecessary delays.   

It is important you are diligent with using the resources made available on the IRB website when building your 

IRB Application Packet. 

Thank you, 

APUS IRB Office 

American Public University System  
American Military University | American Public University 
111 W. Congress Street, Charles Town, WV 25414 
apus-IRB@apus.edu  

http://www.apus.edu/academic-community/research/institutional-review-board/index
mailto:apus-IRB@apus.edu

