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Go to https://up.rims.ac.za type in the login details that will be given to you by 
the REC Coordinator

Type in the login details and select ‘Login’
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https://wits.rims.ac.za/


Select ‘My Human Subjects’  

On the drop down list Select ‘Create New’  
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‘New Human Protocol in Human Subjects Development’ is pre selected. Select
‘Continue’

Add the Title of the Protocol in the Text Box

Once the Title is added Select ’Continue’  
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If a Primary Investigator (PI) is capturing his or her own Application and is 
logged in with their own details the PI name will automatically be selected, if 
an Administrator is capturing the Protocol on behalf of the PI here the PI 
details can be selected. Click on ‘Continue’.

Select ‘Add institution Forms /Supporting Documents’ get the Education Ethics 
Application Form
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It is important to note that the system is used to support other ethics 
committees at the University. So please select the application form for the 
committee that you require clearance for.  

In this instance please select ‘Faculty of Education Ethics Application’ by 
selecting the Check Box and select ‘Add’
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Select     below ‘Edit’ to open the Application form.   
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Internal Researcher Details Section: 

Select          to add your and any other internal staff details on this Protocol, 
associate a role by selecting from the drop down list.

To add details of your Supervisor, if they are internal UP staff, select the     , 
and select from the Personnel screen. If its an Internal person, they will appear 
on the directory below, once the person is found, click on Select.
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Once SAVE is selected this is what the section will look like.

If your supervisor is not UP Staff then their details will have to be added to the 
External Researcher Details section, by once again selecting on the 
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Select ‘Browse’

To Upload your proposal or other forms to system form, select ‘ ’ and 
follow the steps below to upload the relevant document.



Find the document that is saved on in your machine. 
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Select Upload. 

On the form ,means that the document has been uploaded

Allows you to remove the upload.



The system also allows for multiple documents to be added.

To upload multiple documents to a section select the 

Once the    , is selected you can continue to upload the documents by selecting
the  

To  more documents, select the 
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On the form, based on your answers relevant sections  and questions will appear 
to be answered.



All questions that are marked with a * are Mandatory and must be completed before the 
application can be submitted. Once all the necessary sections are completed check the 
‘Complete’ check box on the top of the form.

Once the ‘Complete’ check box has been selected the below screen will appear, by selecting      the 
Researcher can open up the completed form as a PDF and print it if necessary.
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Select ‘Browse’ to find the documents that are saved on the necessary Drive. 
Add a Name to the Document. Next to the ‘Category’ drop down list the 
document type can be chosen select ‘ Upload’ and ‘Close’ once done. 

All other Attachments to be reviewed, can be uploaded to the Protocol before 
submission by selecting ‘Add Institution forms/Supporting Documents’ .
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Below are the different upload categories.
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Multiple documents can be added, once ready for ‘Submission’ select the 
’Submit’ button

Select ‘Accept’ the Certification and Select ‘Continue’
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Below is the electronic path that the Protocol will follow before been 
assigned to the meeting. 

As long as the Supervisor details was added to the form, the application will 
automatically be sent to the supervisor for approval. Only Once the 
application is approved by the Supervisor, only then will the Application be 
assigned to reviewers for the ethics Meeting. 

By selecting ‘Add New Person to Review Path’. The Researcher can add an 
adhoc person to review this application that is not on the form. 

If no on else need to review this application Adhoc, Select ‘Submit’



If its an Internal Supervisor, they will appear on the directory below, once the 
person is found, click on Select.

If the Supervisor is an external person, his/her profile must be created by the 
Ethics Administrator on the system. Login details will then be sent to the 
External person to Approve your application. Once the profile is created they 
will appear on the directory below, once the person is found, click on Select.

Once the person is found, click on Select.
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Now that the Supervisor has been added to the Review Path Select ‘Submit’
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Below is what a Researcher should see if the Protocol has been submitted 
successfully to the necessary people.

Once the Supervisor makes a Decision it will be available to view below

Select ‘Done’ to Exit the application.



23



Select ‘My Human Subjects’  

Select ‘SHOW/LIST
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Select the ‘Respond’

Select the yellow folder below ‘ACTIONS’
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Select the ‘Response to Modifications’, and select ‘Save’

Select     below ‘Edit’ to open the Application form. Submit the form as per 
Previous steps.     



When the application form opens up, if you cannot edit it further select : The CHECK IN/OUT to 
inherit your form
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Select ‘OK’ when this message appears
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Go to https://up.rims.ac.za type in the login details that will be given to you by 
the REC Coordinator

Type in the login details and select ‘Login’
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https://wits.rims.ac.za/


Select ‘My Human Subjects’  

Select ‘SHOW/LIST
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Select the yellow folder below ‘ACTIONS’ on the application you want to add an Amendment.



Next to the ‘Add New’ tab, there is a dropdown menu, select ‘Amendment’
select ‘Add New’ 
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Select ‘ Add Institution Forms/Supporting Documents get the ‘Faculty of 
Education Amendment Application’ form.  

In select ‘Faculty of Education Amendment Application’ Form by selecting the 
Check Box and select ‘Add’
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Select     below ‘Edit’ to open the Application form.   
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All questions that are marked with a * are Mandatory and must be completed 
before the application can be submitted. 
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Once all the necessary sections are completed check the ‘Complete’ check box 
on the top of the form.



Select the ’Submit’ button

Select ‘Accept’ the Certification and Select ‘Continue’
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Below is the electronic path that the Protocol will follow before been 
assigned to the meeting. 

As long as the Supervisor details was added to the form, the application will 
automatically be sent to the supervisor for approval. Only Once the 
application is approved by the Supervisor, only then will the Application be 
assigned to reviewers for the ethics Meeting. 

By selecting ‘Add New Person to Review Path’. The Researcher can add an 
adhoc person to review this application that is not on the form. 

If no on else need to review this application Adhoc, Select ‘Submit’



If its an Internal Supervisor, they will appear on the directory below, once the 
person is found, click on Select.

If the Supervisor is an external person, his/her profile must be created by the 
Ethics Administrator on the system. Login details will then be sent to the 
External person to Approve your application. Once the profile is created they 
will appear on the directory below, once the person is found, click on Select.

Once the person is found, click on Select.
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Now that the Supervisor has been added to the Review Path Select ‘Submit’
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Below is what a Researcher should see if the Protocol has been submitted 
successfully to the necessary people.

Once the Supervisor makes a Decision it will be available to view below

Select ‘Done’ to Exit the application.



If its an Internal Supervisor, they will appear on the directory below, once the 
person is found, click on Select.

If the Supervisor is an external person, his/her profile must be created by the 
Ethics Administrator on the system. Login details will then be sent to the 
External person to Approve your application. Once the profile is created they 
will appear on the directory below, once the person is found, click on Select.

Once the person is found, click on Select.
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Below is what a Researcher should see if the Protocol has been submitted 
successfully to the necessary people.

Once the Supervisor makes a Decision it will be available to view below

Select ‘Done’ to Exit the application.

Now that the Supervisor has been added to the Review Path Select ‘Submit’
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Now you will be able to see an Amendment that was submitted to an 
Approve/Conditionally approved Initial Application. 
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Select the Folder on the application you wish to Open to Edit or View

Go to ‘My Human Subjects’ ‘Show List’ Select the Yellow folder below ‘ Actions’. 
Records can also be deleted by selecting the red X’
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Letters from the Ethics Administrator will be sent to you to your UP mail box 
but the letters can also be viewed in the Communications Tab in the Record
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Go to https://up.rims.ac.za type in the login details that will be given to you by 
the REC Coordinator

Type in the login details and select ‘Login’

49

https://wits.rims.ac.za/


Select ‘My Human Subjects’  

On the drop down list Select ‘Create New’  
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‘New Human Protocol in Human Subjects Development’ is pre-selected. Select
‘Continue’

Add the Title of the Protocol in the Text Box

Once the Title is added Select ’Continue’  
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Select ‘Amendment’ and ‘Add New’
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Select ‘ Add Institution Forms/Supporting Documents get the ‘Faculty of 
Education Amendment Application’ form.  

In select ‘Faculty of Education Amendment Application’ Form by selecting the 
Check Box and select ‘Add’



Select     below ‘Edit’ to open the Application form.   
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All questions that are marked with a * are Mandatory and must be completed 
before the application can be submitted. 
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Once all the necessary sections are completed check the ‘Complete’ check box 
on the top of the form.



Select the ’Submit’ button

Select ‘Accept’ the Certification and Select ‘Continue’
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Below is the electronic path that the Protocol will follow before been 
assigned to the meeting. 

As long as the Supervisor details was added to the form, the application will 
automatically be sent to the supervisor for approval. Only Once the 
application is approved by the Supervisor, only then will the Application be 
assigned to reviewers for the ethics Meeting. 

By selecting ‘Add New Person to Review Path’. The Researcher can add an 
adhoc person to review this application that is not on the form. 

If no on else need to review this application Adhoc, Select ‘Submit’



If its an Internal Supervisor, they will appear on the directory below, once the 
person is found, click on Select.

If the Supervisor is an external person, his/her profile must be created by the 
Ethics Administrator on the system. Login details will then be sent to the 
External person to Approve your application. Once the profile is created they 
will appear on the directory below, once the person is found, click on Select.

Once the person is found, click on Select.
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Now that the Supervisor has been added to the Review Path Select ‘Submit’
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Below is what a Researcher should see if the Protocol has been submitted 
successfully to the necessary people.

Once the Supervisor makes a Decision it will be available to view below

Select ‘Done’ to Exit the application.



Below is the electronic path that the Protocol will follow before been 
assigned to the meeting. 

A researcher must add the Supervisor to the route, to Approve the 
application. Only Once the application is approved by the Supervisor, only 
then will the Application be assigned to reviewers for the ethics Meeting. 

This is done  by selecting ‘Add New Person to Review Path’.  Select ‘Submit’
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Below is what a Researcher should see if the Protocol has been submitted 
successfully to the necessary people.

Once the Supervisor makes a Decision it will be available to view below

Select ‘Done’ to Exit the application.

Now that the Supervisor has been added to the Review Path Select ‘Submit’
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You can change it. If you go to ‘My Profile’ _ ‘Edit’_’General’ select scroll to 
the bottom of the screen, select ‘Set’ and then update your password.


