
External Quick 
Reference Guide



`

Date​ Change Description​

11 Dec 2023

05 Oct 2022

​08 Jul 2022​

17 Mar 2022

05 Jan 2022

13 Dec 2021

• Updated guide formatting and images

• Added Instructions on ‘How to Withdraw an Application’

• Added instructions on ‘How to Report an Issue’

• Updated support contact details( Refer How to Create an Account)

• Revised Technical Support Contact Information(Refer How to Create an 

Account

• Revised to include the current screenshots, links, and references.

Change Log
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External Quick 
Reference Guide

This External Quick Reference Guide 
is a high-level overview of the SPIRIT 
system and its functionalities. 

To use this document; click the tiles 
on table of content slide to navigate 
to the topic page and description.

Step-by-step instructions on how to 
submit a Study Application can be 
found in the External Submission 
Guide. Login to the SPIRIT portal 
here and access via the homepage.
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Click on the task to view 

the detailed instructions

How to Create a 

SPIRIT Account

How to Submit a 

Study Application

SPIRIT System 

Overview

Report an Issue
How to Withdraw a 

Study Application

Table of Contents
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How to Create an Account

1

You will receive an email with your 

SPIRIT username and link to reset 

your password. Select the link once 

you receive it. Fill out the Password 

fields and select Reset Password. 

Upon successful reset, you will be 

redirected to the SPIRIT homepage.3
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For technical support, please use the following contact information. 

AbbVie Global service Desk Phone: 1-800-252-4415 (toll-free within the US)

To create your SPIRIT account, 

navigate to the SPIRIT web portal 

by selecting: 

www.abbviemedicalresearch.com/ 

When the SPIRIT homepage opens, 

select Register New User 

Enter your email to setup an 

account and select Next. 

Once the New User Registration 

page opens, complete all required 

fields and select Next. Please note: 

all fields marked in red are required to 

create an account

Please follow the notes below to create a SPIRIT account. For more detailed 

instructions, please review the External Submission Guide.
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Add study team and the Principal 

Investigator (PI) who will be affiliated 

with the study. If they are not already 

in the system, you will need to add 

them to Personnel. 

Next, upload Study Budget and CV 

documents to the appropriate folders. 
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To create your IIS submission, 

navigate to the SPIRIT web portal:

 www.abbviemedicalresearch.com/ 

Once on the SPIRIT web portal, 

select  Submit a Proposal.

Select the appropriate Record 

Type. Then, select Next.  

Once the New Study Proposal 

application opens, complete all 

mandatory fields. Use your 

discretion to fill out the non-

mandatory fields as they apply to 

your application through pages 1-3. 

Select Save. 

After all required files are uploaded 

and personnel are added, navigate 

back to the Study Application and 

select Submit in the top right corner. 

Use this quick reference guide to navigate how to submit an AbbVie IIS application. For 

more detailed instruction, please view the External Submission Guide.
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How to Submit a Study Application
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John Smith

My Applications includes an 

overview of your applications 

currently in process.

Personnel allows users to view 

and edit study team members. 

Homepage

External 

Submission 

Guide provides 

detailed 

instructions on 

how to complete 

your role.

Detailed instructions on how to submit an application 

can be found in the External Submission Guide.

Budget request 

templates are 

categorized by 

Pre-Clinical and 

Clinical Study 

Application types.

Protocol Guideline shares the 

AbbVie recommended template.
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View the details of a Study 

Applications by selecting the 

application number.

To submit another Study Application, either select New 

in the top right corner of this page or navigate back to 

Home and click the New Application button.

My Application
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Personnel

Select New to add personnel to 

your Study Application.

Select the dropdown menu to 

choose additional List Views.

John Smith

Jane Anderson

john.smith@company.com

jane.anderson@company.com

Chicago

Chicago

Use the filter button to categorize 

data on both the Personnel and 

Study Application lists.
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My Profile

john.smith@company.com

John Smith

John Smith

Select Edit to make changes 

to your personal profile.
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The chevrons show where the Study 

Application is in the review process.

Find application status details and 

next steps highlighted here.

All details completed in the Study Application 

can be found in the Concept Criteria section.

Navigate to the Files section 

to upload required files.

Assign study team 

members by clicking 

the drop-down arrow 

for Study Team 

Assignment.

Follow the Study Application progress by 

viewing the Study Application History.

Study Application

John Smith
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For detailed instruction on how to submit a 

New Study Proposal, view the External 

Submission Guide on the Home Page.

Submit an Application
Clicking the ‘Submit an Application’ button initiates the application 

process– starting with choosing the record type. 
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John Smith

In the event a Study Application draft needs to be 

withdrawn, click the ‘Withdraw’ button on the top right 

corner of Study Application detail screen.

 

The status of the Study Application will update to 

‘Application Withdrawn’. No further action can be performed 

on this Study Application.
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For more detailed instructions, please review the External Submission Guide.

How to Withdraw an Application
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Learn About the IIS Process
Selecting ‘Learn about the IIS process’ opens the AbbVie Investigator-Initiated 

Studies webpage where information about the key details and process of IIS 

studies is available.
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IIS Strategic Priorities
Selecting ‘IIS Strategic Priorities’ downloads the current AbbVie IIS 

Strategic Priorities document with details on the IIS priorities.
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External Submission Guide
Selecting ‘External Submission Guide’ downloads the External Submitter 

Training document with step-by-step instructions on how to submit a study.
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Supporting Documents
Selecting ‘Supporting Documents’ downloads the AbbVie’s Sponsor-

Investigator Study Budget Template. We recommend using this template 

when completing your study budget.

Budget request templates are categorized by 

Pre-Clinical and Clinical Study Application types.
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Frequently Asked Questions
Selecting ‘Frequently Asked Questions’ downloads the External 

Submission FAQ document.
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Protocol Guideline
Selecting ‘Protocol Guideline’ downloads the AbbVie 

recommended template.
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Issue creation screen prompt, 

Enter Details as requested. 

Click ‘save’ 

A green ‘Success’ prompt 

indicates the  successful 

creation of the issue

After an issue is submitted, a support Team member will 

reach out between 24-48 hours via email on the email 

address provided during issue creation.

How to Report an Issue

Click on ‘Report an Issue’ on 

SPIRIT Home page
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