
1. To initiate an 
amendment to 
your approved 
MUA, click 
“Amend”.   

Amending an MUA 
 



2. Check the box 
for “My work has 
changed and I 
would like to 
amend this MUA. 

3. Click 
“Save”. 



4. Provide a brief 
description of the 
changes you are 
making to your 
MUA. 

5. Click “Save and 
Proceed”. 



The system will track 
changes made 
throughout the MUA.  
Additions will be 
indicated with a green 
highlighted text and 
deletions with a red 
strikethrough. 

6. Make 
necessary 
changes to 
your MUA 
based on 
the changes 
to your 
work.   

Track Changes Features 
 



To view edits 
to text in a 
text box you 
must “Save” 
and then 
click “Show 
Changes”.  A 
separate box 
will appear 
displaying 
edited text. 

The system will track 
changes made 
throughout the MUA.  
Additions will be 
indicated with a green 
highlighted text and 
deletions with a red 
strikethrough. 



A red delta 
symbol will be 
displayed on the 
table of contents 
indicating 
changes made in 
that section of 
the MUA. 



1. To Add personnel, 
click on section 10.0 
Personnel from the 
Table of Contents. 

2. Within the 
Personnel 
section, Click 
“Add New 
Person” 

3. Key in the 
NetID of the 
person being 
added. Click 
“Find 
Person” 

Adding Personnel 
 



4. Verify 
the Name. 

5. Fill in the Title. Check 
the box(es) for the type 
of materials the person 
will be working with. 

6. Click 
“Yes, add 
this person” 

7. A Confirm Navigation window 
appears.  Click “Leave This Page” to 
save.  You can then add more 
personnel or navigate to another 
section of the MUA. 



1. Make the necessary changes in 
the MUA.  When you are ready, 
submit the Amendment to the IBC.  

Submitting the Amendment 
 



2. As a final step, click 
“Submit Application”. 
You will receive an 
email notification 
confirming successful 
submission. 



Upon submission to the IBC: 
• The status will change to “Amendment Received by IBC”; 
• MUA Action shows the record is “Locked” or read-only Mode; 
• The MUA Number will display the Amendment# as XXXXX-X-AMXX; 
• The version will increment by 1 (for example, 0 is now version 1). 


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11

