
Creating a new project in IDEATE
1. After logging into ideate.cuny.edu with your CUNY portal 

username, choose “Create New” from the menu bar at the 
top of the web page.

2. Next click on “IRB Application”.

3. Enter the Protocol Title in the field provided

4. Click on Lookup to select the Principal Investigator



Creating a new project in IDEATE
5. The Find PI popup screen is displayed. Enter the last 

name of the Principal Investigator in the Lookup field
provided.

6. Click “Go” to locate the profile
7. Click on the name to select the Principal Investigator
8. Select the Department by clicking on the dropdown 

list provided and clicking on a value. 
9. Click “Begin Application” when all information has 

been entered. 
10. Click “Cancel”at any time to abandon the process.



Submitting an IRB application in 
IDEATE
1. Complete each question contained within each of the tabs and 

subtabs in the application
Please note: All research personnel who are added to a protocol will receive an invitation to 
participate in the research protocol. All invitations must be accepted or declined before an 
application can be submitted. Each individual who has been listed as either Research 
Personnel or Other Personnel on a protocol receives a task

1. When all questions have been addressed navigate to the 
“Submit” tab

2. Enter any desired “Submission Notes” in the field provided
3. Check the “I Agree” checkbox to agree to the certification 

statement
4. Click “Send for Review”
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