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NEXT

Under "Files" , right-click the  
IBC Protocol that you would 
like to renew from the list.

When you right-click your 
IBC Protocol number, select 

"Duplicate File"

You likely have recently received an email reminder that your IBC Protocol is expiring and needs to 
be renewed if you plan to continue the related work. IBC Protocols are valid for 3 years once 

approved, and the process below will guide you through drafting and submiting your renewal.

After duplication, you will see 
a new draft IBC Protocol with 

a new IBC Protocol # 
assigned. This is your 
renewal protocol file.
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Login to a-tune 
(https://uky.a-tune.com/tickatlab/default.aspx) 

using your UK linkblue account. Select 
" IBC" .

https://uky.a-tune.com/tickatlab/default.aspx


NEXT

Navigate through each section using 
the Tab menu on the left.

Click on the "Document Title"  to open 
the Renewal draft IBC Protocol.
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Answer the questions in each tab and 
update the renewal protocol as 

necessary so it is up to date. Save 
often as you work!

Click [Action] and select 
"Check-Out to Edit" .



When ready to submit, navigate to [Workflow] 
and select "For Signature" .

Click [OK].
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Navigate to [Workflow] and select "Sign & Submit" . The 
PI will automatically be assigned as the "Signer"  for 

their IBC protocol. Only the PI can complete this step.

In the pop-up window, add any necessary comments 
(not required), and select [Sign].

Success! You have submitted your IBC protocol 
renewal for IBC Administrative Review. IBC 

Administrators are automatically notified via email.

**Ensure your browser's popup blocker is turned off.



NEXT

a - t une  T ips  &  T r ic k s

1. To search for and 
select Personnel, 
type their name and 
click [Apply filter].

2. If a User is in the 
system, their name will 
appear here. Click the 
User's name.

S ear c h ing  &  S elec t ing  Per s on nel

Requ ir e d Ques t ions
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Any question with 
an asterisk ( * ), is a 
required question. 

Required questions 
must be answered in 
order to submit the 

protocol.

3. The selected User's 
name will appear here. 
Multiple Users can be 
added. 

4. Click [Apply current selection]. 
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a - t une  T ips  &  T r ic k s

2. A new window 
will open. Select 
the Tab you want 
to attach a file to 
on the left. Click 
the [Choose File] 

button to select the 
file to attach.

3. Click the [+Add] 
button to select 
the file to attach.

4. Repeat these steps 
for all attachments, 

when done click 
[Apply to Document].

1. To attach files, 
select 
[Attachments] 
at the top of the 
page.

1. To add a row to 
a table, click 
the [+] icon.

2. A pop-up will 
appear, complete 

each field as 
applicable and 
click [Apply].

3. Rows can be 
Edited, Added, 

Deleted, or Copied 
(respectively).

A t t ac hmen t s

T ables

NEXT
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Doc umen t  Chec k - In  &  Chec k - Out

When you Checked-Out a 
Document, this 
Green-Arrow-in-a-Box symbol 
will appear. This means that 
you are the only User that can 
edit the document right now.

If you are editing a 
protocol and need to 
Check-In the document, 
navigate to [Action] and 
select "Save & Check-in"  
to allow another User to 
Check-Out and edit the 
protocol.

A Red-Arrow-in-a-Box symbol 
means the Document is 
already Checked-Out by 
another User. You cannot 
make edits until it is 
Checked-In.

a - t une  T ips  &  T r ic k s

In a-tune, protocol files can be Checked-In and Checked-Out, similar to Library 
Books, so that only one User can actively edit the protocol. This prevents two 
Users from working in the protocol at the same time and saving over each other's 
work. If two(+) Users need to work on a protocol, then the Check-In and Check-Out 
feature will be important to familiarize yourself with below. 
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If you are 
viewing a 
protocol and the 
responses are 
greyed-out, you 
need to 
Check-Out to 
Edit the 
protocol.

To Check-Out to 
Edit  a protocol, 
navigate to 
[Action] and 
select "Check-out 
to Edit" .
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