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What is Buhooth (OneAegis)? 

• Buhooth (OneAegis) is the electronic system for Institutional 
Review Board (IRB) submissions and management of IRB 
related study records. 

• The system provides automation to the IRB application and 
review process with conditioned questions, training 
verification through CITI, electronic signatures and routing, and 
email notifications. 

• It also allows for collaboration between researchers when 
completing IRB submissions, as well as collaboration with the 
IRB office during the IRB review process. This system maintains 
all IRB related records for each study. 
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Section 1
Obtaining access to Buhooth
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All PHCC employees’ accounts have already been registered in the Buhooth 
system through their PHCC accounts, and they are allowed to log in to the 
system. 

PHCC users must login using PHCC credentials. 

Do NOT self-register if you are a PHCC user.

1. Go to https://buhooth.oneaegis.com/Login 

2. Enter your PHCC email and click “Continue”

Obtaining access to Buhooth
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https://buhooth.oneaegis.com/Login


3. You will be redirected to the PHCC 
login page. Enter your email and 
associated password.

4. Approve sign in using the 
authenticator app.

Obtaining access to Buhooth
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Section 2.1
Navigating the Home Page
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Home Page

• You will be directed to the home page once you log into the system. Your studies 
will appear on your home page. 

• You will see the screen below if you have NO active studies upon first time log in.

• If you have active studies, these will be under the “IRB” tab (see section 2.5)
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Section 2.2
Updating Your Information After First 

Time Login
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Updating Your Information 
After First Time Login

You must submit a contact submission form to complete your profile and 
provide your personal and professional information. 

1. Click “Start xForm”

Please follow these steps anytime you need to update your CV 
before it expires
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2. Click on “Contact Submission” to begin this form

3. Select “Updating existing contact” and fill in all sections. 

4. Click “Next” once you are ready to submit.

Updating Your Information 
After First Time Login
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5. Click “Submit” to complete the form.

6. You may also select “Save for Later” to revisit the form later. The form will be saved 
on your Dashboard in the xForms tab. From there, you can click on the red link to 
continue where you left off and submit the form.

Updating Your Information 
After First Time Login
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Section 2.3
Home Page Tabs
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Home Page Tabs

• Additional tabs will appear on the dashboard once a case report or research 
proposal application are submitted (see sections 5 and 6). The tabs are:

– Reviews

– IRB (Projects)

– xForms

– Events

• Within each tab are cards that provide details about each object (project, 
xForm, event, etc.)
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Section 2.4
Home Page – xForms Tab
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Home Page – xForms Tab
• An xForm is a submission to the IRB. 

• The xForms tab shows all active (open) xForms. These can be filtered using the 
buttons just above the xForm cards (Awaiting Your Attention, Unsubmitted, Being 
Processed At A Later Stage). 

• The xForms tab will have an orange bar at the top if there are any xForms "Awaiting 
Your Attention".
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Home Page – xForms Tab
• New xForms may also be started from this tab using the “Start xForm” button just 

below the tab name. 

• Completed xForms can be viewed via the "All My xForms" button at the bottom of 
the list. 
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Form Type

Submission Type 

Stage

Link to Event details

IRB Ref. No.*

*Number is assigned by the IRB office after pre-review

Entered stage at this date

xForm Card Details
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xForms – Unsubmitted Button

• This shows xForms (submissions) started but not yet submitted. 

• Instead, “Save for Later” was selected at the end of a form and it was not 
submitted to the IRB.

• You can view the application by clicking on the red link inside the card
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xForms – Awaiting Your Attention 
Button

• This shows the applications that you need to revise and submit.

• Buhooth will automatically send an email to notify the study team that 
there are submissions awaiting action.

• You can view the application by clicking on the red link inside the card
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• Once an xForm is submitted, it will move into a different status category.

• As seen below, “Awaiting Your Attention” is no longer there. This submission 
is now under “Being Processed At A Later Stage” 

xForms – Changing Status 
Categories
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xForms – Being Processed At A 
Later Stage Button

• This shows xForms you created and submitted. The form is still being 
processed at a later stage. This could include pre-review, IRB review, etc. 

• You can view the application by clicking on the red link inside the card
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Section 2.5
Home Page – IRB (Projects) Tab
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Home Page – IRB (Projects) Tab

• Displays any active (open) projects that you are associated with (i.e. as PI, SI, 
or Co-Investigator). 

• Click a specific role button to filter the list by role.

• Inactive projects are listed at the bottom of the page by role. 
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Home Page – IRB (Projects) Tab

• New xForms may also be started from this tab using the “Start xForm” 
button just below the tab name 

• Note, the IRB tab will have a red bar at the top if there is an expired study. 
An “Expired!” button will appear in red as well.
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Project Card Details?

Project/Study Home Page 
Link (IRB ref. no.)

Study Status

PI

Study Title

Study Expiration Date
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Section 2.6
Home Page – Events Tab
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• This tab shows the active (open) submissions by submission type (e.g. Research 
Proposal, Case Report, Amendment, Continuing Review)

• Events may be filtered by submission type using the buttons just above the cards.

• The Events tab will have a blue bar at the top to indicate that there are open events 
where the user is the PI.

Home Page – Events Tab

Note: An event stays open until all actions which are part of the event have been 
completed. This includes the full review process until a determination letter has been 

sent to the PI.
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Events Card Details?

Event Start Date

Study Title

Project/Study Home Page 
Link (IRB ref. no.)

Event Type/Link
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Section 2.7
Home Page – Reviews Tab
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• This tab displays all open (pending) Investigator Declaration forms for this 
individual. 

• There is basic information on each review (Investigator Declaration) card:

Home Page – Reviews Tab

Review Type

Review Item
PI

Study Title
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Section 3
Navigating the Project (Study) Page
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Navigating the Project (Study) 
Page

• From the home page, you can access a project/study page for each of your studies. 
Click on the hyperlinked red IRB number in the IRB tab to access this page.
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Project/Study Information

This section notes basic information about the study, such as: 

• Project: IRB number. 

• Committee: The committee reviewing the submission. 

• Sponsor(s): Funding Organization (if applicable). 

• Sponsor ID: Funding Organization Acronym or ID (if applicable).

• CRO: Contact Research Organization (if applicable, not currently used)

• Year: Year of initial submission. 

• Title: Title of the study. 

• Data Collection Methods: Indicates type of data collection (interviews, surveys, clinical, etc.). 

• Level of Risk: Minal or More than Minimal risk

• Review Type: Expedited or Full Board

• Research Category: Health or Non-health
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Project Page - Project-Site

This section notes information about the study and the study site, such as:

• Site(s): The location of the study.

• Supplementary Site(s): Specific sites within PHCC or other locations of the study (i.e. external organizations)

• Status: Current status of study

• PI name: Name of Principal Investigator

• Approval: Current approval date

• Initial Approval: Initial approval date

• Additional: For multi-site studies when there is an additional PI.

• Expiration: Date the study expires 

• Other Expirations: Continuing Review (CR) Submission Deadline, Study Status Check-in, Response to Modifications Required 
Due, etc.

• RFSC Approval Date: Research Funding Sub-Committee approval date (if applicable)

• RFSC Expiration Date: Research Funding Sub-Committee expiration date (if applicable)

• Total Requested PHCC Funds: Total funding amount requested in QAR (if applicable)

• Total Allocated PHCC Funds: Total funding amount approved in QAR (if applicable)
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Project Page – Contacts 

• This section lists the contacts associated with the study.

• Each contact’s role and project responsibilities are listed next to their name.

• Researchers will only be able to view the study in Buhooth if they are listed 
as a contact.

• You may view their information (phone number, affiliation, email, etc.) 
when you click on their hyperlinked name

TRN-IRB-002-V1



Project Page - Reference xForms

• This section displays the most up to date, approved protocol form. It is also 
a hyperlink directly to that approved protocol. 
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Project Page - Approved Fund 
Breakdown 

• This section only appears after Internal Funding is approved and a Research 
Funding Sub-Committee (RFSC) approval letter is issued.

• It displays the breakdown of the total approved fund by item.
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Project Page - Reviews on Open 
Events

• This section displays information about the Investigator Declaration Forms 
for the entire study team (referred to as Reviewers in this section).

• You are only able to click and view your form. However ,you can view the 
outcome and the date the form was complete for the rest of the study 
team.
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Project Page - Events

This section lists all the IRB “events” (submissions) that have been or are being 
completed for this protocol. The event line contains the following sections: 

• Event: Type of event (Research Proposal, Continuing Review, Amendment,etc). 

• Att: Number of attachments associated with that event. The number itself is also a 
link that will take you directly to the attachments for that event. 

• Instance/UDF: A brief overview of what the event entailed (not currently used)

• Start: The date the event was started or loaded into the system. 

• Complete: The date the event was completed and received an official 
determination. 

• You can click on any blue event in this section to view information specific to the 
event. After clicking on the blue link, it will take you to event details (see section 4) 
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Section 4
Navigating the Event Details Page
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Event Details

• Event details are specific to the event (submission). 

Reminder: Buhooth uses the term “Event” to refer to a submission. 
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Event Details – Project Site

This section notes basic information about the study and site associated with this event 
(submission)

• Project: Study number. 

• Site: Location of study. 

• Title: Study title. 

• Committee: Assigned governing body. 

• PI: Name of the Principal Investigator. 

• Sponsor ID: The ID of the study sponsor, if applicable. 
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Event Details - Event

This section displays specific details about the event (submission) being viewed. 

• Type: The type of submission (Research Proposal, Continuing Review, Amendment, etc.). 

• Instance: Information related to the specific event (not currently in use)

• Started: The date the event was submitted. 

• Completed: The date the event received final processing of the official determination. 

• Committee: The committee reviewing the submission. 

• Review Type: Expedited or Full Board. 

• Modifications Required: Latest changes requested by the IRB reviewers.

• Disapproval Feedback: Populated for disapproved studies only

• Tags: A specific tag marks the study. For example, “Modifications Required” will ensure the 
form follows the necessary steps specific to this action.
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Event Details - Emails

This section displays all emails sent through the system to the research team. 
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Event Details - Actions 

Actions in the event details screen in the top left corner are: 

• Attachments – shows the attachments related to the event (submission).

• X-Forms – access to the form used to submit the event. 
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Attachments and Generated Docs

Once “Attachments” is selected, you will see 2 tabs:

• Attachments – The list of attachments related to the event (such as consent forms, 
questionnaires, scripts, any document provided for this submission)
– These are usually uploaded by the PI or study team.

– The stamped versions of the approved documents can also be viewed here

• Generated Docs – Documents and letters that were generated by the IRB Office 
regarding the submission (approval letter, modifications required letter, etc.)
– The stamped version of the approved proposal is also found here
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Event Details - xForms

Selecting “xForm” from the Actions menu displays: 

1. The application associated with the event that has been submitted by the 
researcher.

2. It also displays Investigator Declaration forms (i.e Review xForms) associated with 
the event that have been submitted by the researcher.
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Section 5
Submitting a Case Report Application
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1. Click “Start xForm”

2. Select “PHCC Case Report Application”

Submitting a Case Report 
Application
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3. Answer the questions in the form and click “Next” to go to the next page of the 
application

Submitting a Case Report 
Application
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• You may move to a different page in the form by clicking on the arrow in the box at 
the top of the page. A list of the pages of the application will appear. 

• Click on a page title to be redirected to that page. 

Submitting a Case Report 
Application

TRN-IRB-002-V1



4. Click “Save for Later” to stop working on the form. The xForm can then be reopened 
by going to the xForm tab on the Dashboard and clicking on “Unsubmitted” (see 
section XX)

5. Once the form is filled in completely, click “Submit” to submit your application

Submitting a Case Report 
Application
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Section 6
Submitting a Human Subject Research 

Proposal Application
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1. Click “Start xForm”

2. Select “PHCC Human Subject Research Application”

Submitting a Human Subject 
Research Proposal Application
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3. Answer the questions in the form and click “Next” to go to the next page of the 
application

Submitting a Human Subject 
Research Proposal Application
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• You may move to a different page in the form by clicking on the arrow in the box at 
the top of the page. A list of the pages of the application will appear. 

• Click on a page title to be redirected to that page. 

Submitting a Human Subject 
Research Proposal Application
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4. Click “Save for Later” to stop working on the form. The xForm can then be reopened 
by going to the xForm tab on the Dashboard and clicking on “Unsubmitted” (see 
section XX)

5. Once the form is filled in completely, click “Submit” to submit your application

Submitting a Human Subject 
Research Proposal Application
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Section 7
Collaborating on an xForm
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2. Enter the email of the study team member 
you want to add. 

3. Click on the drop-down menu next to 
“Access” to determine the level of permission 
(e.g Edit)

4. Click “Add” to confirm the selection. 

The newly added collaborator will receive an 
email with a link to this form.

Collaborating with Study Team 
on an xForm

1. Click on “Collaborators” at the top of the page
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Section 8
Contact Submission Form – Creating a 

New Contact
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If an individual’s name does not appear once you type it in the Principal Investigator (PI), 
Site Investigator (SI), or Study Personnel sections, it means they need to be added as a 
user/contact in the system. 

Contact Submission Form – 
Creating a New Contact

To enter an individual as part of the study team on a case report or research 
proposal application, they must be a user/contact in the system.
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1. To create a new contact, click on “Contact update form” directly from the Study 
Team page on the application form (applies to both Case Report and Human 
Research Proposal Application)

Contact Submission Form – 
Creating a New Contact
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2. A contact submission form will open. Select “Creating new contact” and enter the 
individual’s institutional email. 

3. Fill in the required fields and submit the form. 

Contact Submission Form – 
Creating a New Contact
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Section 9.1
Submitting an Amendment – If Study 

is Approved on New System 
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Submitting an Amendment is the only process that does not involve the start of a new 
xForm. 

1. For this type of submission, navigate to the project page for the study that requires 
amending by clicking on the link to the project page.

Submitting an Amendment – If 
Study is Approved on New System 
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2. From here, navigate to the “Reference xForm” section, and click on the double page 
icon: 

Submitting an Amendment – If 
Study is Approved on New System 
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3. This will re-open the most recently approved proposal and allow you to complete 
and submit an amendment request called “Notice of Amendment”.

4. Click “Next” and make the necessary changes to the proposal and/or supporting 
documents and submit the form.

Submitting an Amendment – If 
Study is Approved on New System 
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Section 9.2
Submitting an Amendment – If Study 

is Approved on Old System 
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1. Navigate to the project page for the study that requires amending. 

2. Click “Start xForm” under “Actions” on the left 

Submitting an Amendment – If 
Study is Approved on Old System 
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3. Select “Notice of Amendment”

4. You will be redirected to the following page. Click on the “Notice of Amendment” 
link.

Submitting an Amendment – If 
Study is Approved on Old System 
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5. This will create a new research proposal application for this study. Begin by 
completing the questions related to the amendment.

Submitting an Amendment – If 
Study is Approved on Old System 
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6. Since this study was moved from the old system, you will need to fill in all questions 
of the application, ensuring it is identical to the approved proposal. 

7. Click “Next” to move to the next page of the application and ensure to submit the 
form once it is completed. 

Submitting an Amendment – If 
Study is Approved on Old System 
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Section 10
Submitting a Continuing Review 

Application
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1. To start a Continuing Review Application, you will navigate to the project page for 
the study that you want to extend.

Submitting a Continuing Review 
Application
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2. Click “Start xForm” under “Actions” on the left 

Submitting a Continuing Review 
Application
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3. Select “Continuing Review Application”

3. A Continuing Review Application for this specific study will open for you to 
complete. Click “Next” to take you to the next part of the form. Make sure to submit 
the form by clicking “Submit” at the end.

Submitting a Continuing Review 
Application
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Section 11
Signing an Investigator Declaration 

Form
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• The easiest way to access this form is to follow the hyperlink in the automated email you 
receive when you are required to sign this form. 

• You may also access the Investigator Declaration form through the Dashboard by clicking on 
the red “Investigator Declaration” link.

Signing an Investigator 
Declaration Form

Signing the Investigator Declaration Form is a requirement of the research proposal 
application process.
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Section 12
What happens after submitting an 

xForm?
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What happens after 
submitting an xForm?

• You will receive emails with clear instructions 
as your application progresses through the 
review process.

• You will be able to access your application or 
investigator declaration form directly through 
the hyperlinks in the emails you receive.
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