w UNIVERSITEIT VAN PRETORIA
-5 UNIVERSITY OF PRETORIA
Wy’ YUNIBESITHI YA PRETORIA

Ethics Administrators

ETHICS APPLICATION & APPROVAL SYSTEM



Table of Content

1. How to Login t0 the ELhiCS SYSTEM .ocuiiiii et e e e rttee e e eara e e s eareeeeeanes 3
B = ] (oLl - T == N 4
3. HOW tO USE the SYSTEM ittt et e et e e e st e e s st e e e e s abeeesenbeeesenareeas 4
4. How toadd a NewW appliCation ....ciiieiiii i s 5
LT 7 i Y <1 AU | JS PP 6
a.  Add / Change staff detailS.....c..ceciieiiie ettt et et et 6

i.  Add orremove staff MEMDEr ..o 6

ii.  ReCeiVe O reMOVE E-MaAilS.....ccoiiiiiiiiiiie ettt sttt sab e e sbeeesaree s 6

iii. Change the Chair, Ethics Administrator or REVIEWEIS ........uvveeeciieeiiiiieee e esiveee 7

6. Setup comMmMIttee CUL-Off dAtES....cccciiiieciee e e e e 8
A < Yol =T - 14 o] Y =1 ] o B PR 10
8. Add an external person (EXternal FEVIEWET) .......cccueeeciieeciiecee ettt sre et e e nee e saree s 11
S B S (oL o 1A ==Y Vo - [ PP 13
10. View the outcome letter of an apPlication .........ceeeeeciiii i 14
11. ApPProve an apPPliCAtION ...cccciiee e e et e et e e et e e e e rae e e eeareeas 15
- T VA TN VY Y oo I Tor=Y d o] o I o] o 4 F TR 16

i View Approval List / AUt Trail ooeeceiieiiieecieecieecee ettt esbeeste e steesareeaneens 16

ii. Print or Download an AppPliCation........ccuieiiiiiiieiciiee et 17

b.  CommeNnts and HiStOrY PAge......coccuiiiiieiiiie ittt ettt ettt e et e e e e eate e e e e eate e e e snteeeesntaeeesanes 18

. POSE @ COMMENT ... s e e s s s 19

ii. Referapplication back to the applicant........ccueeiiiiiiiiiii e 20

iii. To Cancel an APPlICALION....cic e e e s arae e e 21

iv. To set the application Ready fOor reVIEW ......ccuueiiiiiiiii it 22

v. Send to Deputy Dean of Teaching and LEArNiNg.........cccceeeeciiieeeciieeeeciieee et 23

(OB £ {=To TU YT =To e [ Yol U g 0= o) &SRR 24
12. AT FEVIBWETS ...ttt sttt s e sttt et e e bt e bt e sbeesaeesanesaneeneeaneenes 25
13. Review application on behalf of @ reVIEWET .....ccoccuiiiiiiciiee e 26
14. Set recommendation after reVIEWEd.........c.eoviiiieiienie e 27
A, VIEW REVIEWS Of REVIEWETS. ...ttt ettt sttt sbe e bt s st e ee e e s 28

b.  Setthe RecomMmENdation .........ceiiiiiiiiiiiiie et 29

15. View the details of all Ethics Applications for your FAculty .......ccccceeecieeieeciee e, 30



1. How to Login to the Ethics System

Login to UP Portal (www.up.ac.za / MyTUKS Login)

On the UP Staff Portal, UP Student Portal and UP Guest Portal, find the “Research Grants & Ethics”

section.

Click on the Research Grants & Ethics link, see below:

UP STAFF PORTAL

v | MY VIEW v | MY COLLABORATION SPACES

related functicnalty including (1)
thics Approvel (2) Applications for UP-.

ts, and (3) Recording of progress on appications

Appikations for research reg
funded Interna Researgy
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http://www.up.ac.za/

2. Statistics Page

First Screen to appear on the Ethics WorkCenter.

Display all applications received during the current year for your Faculty, per status.

 Window
Ethics WorkCenter o o« Mew Window | Help | Personalize

My Ethics Workcenter || Setup

Ethics WorkCenter < o~ Applications for the year
jow to use the system

= How to use the system

= AddiSearch for an Application
[laf statistics

B s Stalisics

: External Persons

F=) External Persons

[E}Applications

= My Ethics Application

= My Post Approval Submissions

= Ethics Approvals

= add Reviewers

= Review Ethics Applications

5 All Ethics Applications

Under Development Submit for Approval Accept by Student Supervisor Under Review Reviewed Approved approved by Chair

Personalize | Find || B First @ 17017 @ Last
Year  Description Count

2013 Under Development

2018 Submit for Approval

2013 Accept by Student Supervisor

2013 Under Review

2018 Reviewed

2013 Approved

2013 Approved by Chair

N o e W
LW N me

Notify

3. How to use the system

According to your role, a help page will open to navigate you through your functions

Welcome Sune Donoghue (P2493632) to CSM Test { PSCSMTSA

Ethics WorkCenter o «
My Ethics Workcenter How to use the system
B )T v Ethics Administrator or Chair of Ethics Committee
gow fo use the syst To View All Ethics Applications To add reviewers
= Add/Search for an Application 1) Click on "All Ethics Applications” 1) Click on Add Reviewers
ﬂﬂ] Statistics 2) Click on the "Search" button 2) Click the checkboxes of the r per 1
= Ethics Statistics 3) All application within your Faculty will be displayed 3) Submit
& External Persons 4) Filter data by adding values in the search keys 4) Reviewers will receive an email
E External Persons
[5jApplications To set an application ready for review To Review an Application on behalf of a Reviewer
= My Ethics Application 1) Click on Ethics Approval 1) Click on Reviewer Evaluation
E g:gzi;:;;::' Submissions 2) Search 2) Search
& Add Reviewers 3) Select the application to be approved 3) Select the application to be reviewed
E :T‘g;:c?ig;":;?:i:“ms 4) Click on Step 1 - Applicant, to view the Applicant info 4) Search for the EMPLID of the "On behalf of” reviewer
5) Click on Expand All button, to view the application form 5) To see the Application form - click on the second icon
) To view the documents, click on the last icon "Documents” 6) Fill in the form on the first icon
7) To revert the application back to the applicant: 7) Press the Review button

Click on the second tab "Comments and History"
To set a Recommendation
Type your comment
1) Click on Ethics Approval
Comment Type should be: "Revert back to applicant”
2) Search
Click on the "Post Comment” button
3) Select the application to be approved
Applicant will receive an email
4) View ihe Reviewers reviews on the first icon
Application will be open for the applicant to make changes
5) View the application information on the second tab
8) To Cancel the application
6) Click on the third icon and choose a reommendation
Click on the second tab "Comments and History"
7) Click on the "Set Recommendation” button
Type the Cancel reason
Comment Type should be: "Cancel Applicant’ Chair finally Approve or Decline Application

Click on the "Post Comment” button 41 Click an Ethics Annroacal
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4. How to add a new application

A help page for adding a new application

ue (P2493632)

CSM Test ( PSCSMTSA

Ethics WorkCenter

Ethics WorkCenter

How to use the system

= How to use the system

= fiddiSearch for an Applicationt
o Statistics

= Ethics Statistics

! External Persons
= External Persons

[ElApplications

B My Ethics Application

B My Post Approval Submissions

& Ethics Approvals

= Add Reviewers

 Review Ethics Applications

B Al Ethics Applications

My Ethics Workcenter Setup

How to add a new Ethics Application?

1) Click on "My Ethics Application" option

2) Click on the "Add" button

3) Who is the applicant - select one from the three options
4} Click "Continue” button

) Fill in / confirm the applicant's personal details
- 8elect the primary Ethical "Application Type™
- Click the "Open Form" button

&) Complete all the required fields on the form (first) icon
You can save, exit and return to edit'submit your application later

7) Should you wish to "Post a Comment", click on the second icon
- Enter your comment
- Comment Type should be "Applicant's Comment”
- Click the "Post Comment" button
- Student - Comment will route to the Student's Supervisor
- Staff - Comment will route to the Ethics Administrator

8) Should you wish to "Cancel” your application
- Enter a reason for cancelling
- Comment Type should be "Cancel Application”
- Click the "Post Comment" bution

9) Upload all mandatory documents on the last icon

- Upload a document, click on "Add Docs” icon on each ling
- To provide a reason for not uploading a document,

click on the "Omission Reason” button on each ling
- Click on the "Add other relevant documents” button to:

1) Upload any Additional documents

- To view all documents, click on the View icon on each line
- To download forms, click on the "Download Forms” link

To retrieve your previous applications

A previously initiated-but-not-yet-submitted application,
OR

A previously submitted-but-now-referred-back application
OR

An approved / conditionally approved / declined application

1) Click on "My Ethics Application”

2) Go to the tab titled "Find an Existing Valug"
- Click the "Search” button
- All applications submitted by you should be displayed

3) Select the application that you wish to open. Note:
- If an application is in a status of either
"Under Development” (i.e. initiated but not yet submitted) or
"Referred back for Modification”, then you will be able to
edit the submissicn and can later submit / re-submit
- If an application has been "Approved”, then you can only
view, BUT NOT UPDATE, that application.

Post Approval Submissions

1) Click on "My Pest Approval Sumissions” option
2) Provide your Approved Application number

3) Click on the "Add" button

4) Fillin the following details:
- Applicant details
- Student supervisor, if applicable
- What Post submission you want to do and the detail thereof

5) Upload the relevant documents at the last icon
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5. Staff Setup

Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )

Ethics WorkCenter «
Faculty Staff Setup

My Ethics Workcenter Setup
Enter any information you have and click Search. Leave fields blank for a list of all values.

Ethics Setup I
<@ Setup
ﬁs@ 1 Find an Existing Value || Add a New Value

= Faculty Staff Setup S
] Committes Dates Search Criteria
=l Declaration Setup

&External Persons Fact ID| begins with v ||pD002 Q
=] External Persons Application Type| = v Human participants v
E\ 7 Reports
oo .
Search Clear | Basic Search [@° Save Search Criteria
= sgenda

= view Outcome Letter

Find an Existing Value | Add a New Value

- Click on the 2™ Tab — Setup

- Click on Faculty Staff Setup

- Your Faculty ID and Type will automatically be populated
- Click on the Search button

a. Add /Change staff details

Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )
Ethics WorkCenter o« New Window | Help | Person
Faculty Staff Setup
My Ethics Workcenter Setup
Ethics Setup S o
FactID 00002 Natural and Agricultural Sc
Application Type  Genetically Modified Organisms
P
Committee Date Role Employee Formal Name Employee Type  Email Address ==
ctup
&Emma, Persons 1 [Chair of Committee v | [ag99989g Q@ Prof EC Webb up @ @&
] Extermal Persons
Reports [ save ||[ch RetuntoSearch |[4F PreviousinList ||4E MNextinList ||=] Notify E Add Update/Displa
Sl . I
o
= Agenda
= view Outcome Letter

i. Add or remove staff member

- To add a new staff member, click on the “+” at the end of any line
- To remove a staff member, click on the “-“ at the end of the specific line

ii. Receive or remove e-mails

- Only the Chair and Ethics Administrator has the option to change their mail status
- The Deputy Dean and Reviewers will always receive e-mails, irrelevant if this is set or not
- To receive e-mails, click on the Receive Emails checkbox.



iii. Change the Chair, Ethics Administrator or Reviewers

J_‘g Faculty Staff Setup x W ¥ | PR

C ) | & Secure | hitps;//upnet-testup.acza/psp/pscsmtsa/EMPLOYEE/SA/c/UP_ETH_MENU.UP_ETH_WC.GBL?psInkid=UP_ETH_WC&PORTALPARAM_PTCNAV=UP_ETH_WC&EOPP.SCNode=SA&EOPP.SCP... ¢

e
i Apps [) CampusDev § CampusTest [} CRMDEV & CRMTest [} FinDev & FinTest [J PlayPen G Google B Google Transiate [# MockMail ™M Gmail & Al Ethics Applicatior Other bookmarks
Favores~ | MainMenu~ > UP Academic Homepage > EtnicsWorkCenler > Facully StaffSefup [

Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )

New Window | Help | Personalize Page

Ethics WorkCenter o o«
Faculty Staff Setup

My Ethics Workcenter Setup
Ethics Setup S e~

% Setup
ki

Fact ID 00002 Natural and Agricultural Se

Application Type Genetically Modified Organigns

B Facutty Staff Setup
g gi"‘;':‘;:f; Ds:ti: Formal Name Employee Type  Email Address =
&Exiemal Persons uP [ZRE e
= External Persons
g% Reports 5 Nextin List ||[=] Notify s Add Update/Display
i
= Agenda

=l View Outcome Letter

el ¢ leSlouc

If, for any reason, you want to change the Chair, Ethics Administrator or Reviewers only for a

period:
o On the line of that person, change the role to On Leave
o Please make sure that you replace the person with someone else with the same role
=  For instance, if Prof Webb is on leave, please change his status to On Leave
= Add a new line and add Prof XXX with role Chair of Committee
o The system will ignore the person with the On Leave status and select the other

person
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6. Setup committee cut-off dates

Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )

Ethics WorkCenter o «

Ethics Committee Cut-off Dates
My Ethics Workcenter || Setup

Ethics Setup S av Enter any information you have and click Search. Leave fields blank for a list of all values.
? Setup - —
a @ Find an Existing Value Add a New Value

= Faculty Staff Set
= commities Dates
=l Declaration Setup

Search Criteria

& External Persons Search by: |Fa ¥ |begins with
=l External Persons
Reports
%% P Search Advanced Search

= Agenda
“iew Outcome Letter

Find an Existing Value | Add a Mew Value

- To setup the Committee Cut-off dates, click on “Committee Dates”
- Click on the Search button

Welcome Sune Donoghue (P2493632) to CSM Test { PSCSMTSA )

Ethics WorkCenter o «

My Ethics Workcenter Setup
Ethics Setup S (av

?@Setup
z

] Faculty Staff Setup
= Committes Dates
=l Declaration Setup

& External Persons

=] External Persons
g\% Reports
L)

= Agenda
B view Outcome Letter

Ethics Committee Cut-off Dates

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Search by: |FactID v |begins with

Search Advanced Search

Search Results

View Al First ‘&) q1az2012 & Las
Fact ID Description

: Humanities

MNatural and Agricultural Sc
00004 Law

00005 Faculty Theology and Religion
00007 Economic and Management Sc
00008 Veterinary Science

00009 Education

00010 Health Sciences

00012 EBIT

00016 Mamelodi Campus

00018 GIBS (Faculty)

00037 Faculty Graduate School of Man

Find an Existing Value | Add a New Value

- Choose your Faculty

[ 8



Add Cut-off Dates and Meeting Dates, if desired.

Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA)

Ethics WorkCenter 0 o«
Committee Dates

My Ethics Workcenter Setup
Ethics Setup 2 av Committee Cut-off Dates

?Setup
& @ FactlD 00002

= Faculty Staff Setup
=l Committee Dates

Natural and Agricultural Sc

=] Declarstion Setup Personalize | Find | (| & First Personalize | Find | (| [ First
&Emrnal Persons o 4 180f8 b La — 1 18018 b Last
= Sdtemal Persons 1 pe/oti2018 5 = 1 [pao1iz01a ERMEE!
%% feperts 2 Dei01/2018 ERMEI | 2 [oaiii2012 B HE
= Agenda 3 prioiizots g = 3 [o7iDii2012 m &=
5 View Outceme Letier 4 Dai01/2018 RN 4 [osimir201a B E
5 [De/01/2013 L | 5 [pero1r2018 S |
& [1Di01/2018 5 = & [10/D1/2013 m &=
7 [i1/012018 EREI N 7 [i1/0172018 m &=
8 121012018 EIE | 8 121012018 g =

[ save ||[@h Return to Search +5 Previous in List || 45 Mextin List [=] Notify Ek Add Update/Display

Change the date by only select a new date on that specific line
Add new dates by clicking on the “+”, and select a new date
Remove dates by clicking on the “-“

Click on the Save button
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7. Declaration setup

Welcome Sune Donoghue (P2493632) to CSM Test { PSCSMTSA )

Ethics WorkCenter o «
My Ethics Workcenter Setup Declaration
Ethics Setup C avw Enter any information you have and click Search. Leave fields blank for a list of all values.
Setup
’F{ EEJ] Find an Existing Value Add a New Value

= Faculty Staff Set
= Committes Date:
=l Declaration Setup

Search Criteria

&External Persons Fact ID| begins with v ||pO00D2 Q
B External Persons Application Type, v Human participants v
g\% Reports
Search Clear | Basic Search & Save Search Criteria
=l Agenda

=] view Outcome Letter

Find an Existing Value | Add a New Valus

- Click on Declaration Setup
- Click on the Search button

Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )

Ethics WorkCenter 0 «
Declaration
My Ethics Workcenter Setup
BT By 2 e~ Declarations
? Setup
s @ Fact ID 00002 Natural and Agricultural Sc

=] Faculty Staff Setup
El Commitiee Dates
=] Declaration Setup

Application Type  Human participants

Personalize | Find | 3 | @ First ‘4’ 1.90f9 ‘&’ Lasf
& Exiernal Persons. ez mranon
=l External Persons 1 [The research will be done in accordance with all relevant policies of the University of Pretoria.
g‘% Reports 2 \All researchers involved in the study will apply ethical practices in every aspect possible in using human participants for research
3 [The identity of the human participants will be kept confidential.
Bl Agenda

Wiew Outcome Letter 4 [The research has not begun without ethical approval
5 [The following statements were included in the informed consent forms:
6 |Participation is voluntary and there will be no penalty or loss of benefit if they decide not to take part
7 |Participants have the right to withdraw from the research at any time without having to explain why.

8 Participa we the opportunity to ask questions about the proposed study before signing consent.

A e N R S
0 O O] O] O] 0] 00 00 [

2 Pgri 's have the rights of access to their data

Save ||[Gh Returnto Search ||[Z] Notify

W
g

- Change the declaration by editing the text on the line where it appear
- Add a new declaration by clicking on any “+” sign

- Remove a declaration by clicking on the “-“ sign

- Click on the Save button
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8. ADD AN EXTERNAL PERSON (EXTERNAL REVIEWER)

Ethics WoarkCenter

My Ethics Workcenter Setup
Ethics Setup S avw

?@Setup ’
b

= Faculty Staff Setup
= Committes Dates
=l Declaration Setup

s External Person

= External Person
g\% Reports
i@

B Agenda
= \iew Outcome Letter

Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )

External Persons

Enter any information you have and clicky rch. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
Search Criteria

Search by: |EmplID v |begins with |
Search | Advanced Search

Find an Existing Value | Add a Mew Value

Click on External Person

Click the Add a New Value tab

Ethics WorkCenter 0 «

My Ethics Workcenter Setup
Ethics Setup o aw

@@Setup
kS

& Faculty Staff Setup
= Committes Dates
= Declaration Setup

& External Persons

=l External Persons
E% Reports
i

E Agenda
=l iew Outcome Letter

Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )

External Persons

FEind an Existing Value Add a New Value

Empl ID New

Add

Find an Existing Value | Add a Mew Value

Click on Add

[ 11




Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )

Ethics WorkCenter & «
External Persons
My Ethics Workcenter Setup

Ethics Setup 2 a- External Persons
Empl ID New
“Title | Q
*Initials

: External Persons )
*First Name

=l External Persons

n Reports
%

“Last Name

*Telephone

] Agenda *Email Address

=] Wigw Outcome Letter

Date of Birth [5)
“Country Q,

ID Type Q)

National ID

Passport Number

Position External
Research for v
Highest Qualification Major
From which University or Organization

“UP Faculty ID Q

Department Q

[§) save ||=] Notify [ Add || & Update/Display

Fill in the fields
Only fields mark with a * is mandatory.
Click on the Save button

When adding an External Reviewers, on Faculty Staff Setup, choose External Reviewer and click on

the magnifying glass, this External Person will be on the lookup, you may select him/her from the
list.

When creating a new application for an external person, the lookup will display this person.
If the Pl is also an external person, under Research Team on the application form, choose External
Principle Investigator, then the lookup will also show persons adding here.
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9. Print an Agenda

Welcome Sune Donoghue (P2493632) to CSM Test { PSCSMTSA )

Ethics WorkCenter o «
Agenda
My Ethics Workcenter Setup A .
Ethics Setup S (av genda
=i Setup
H%@ *Fact ID Q Run
= Faculty Staff Setup
I=] Committes Dates Application Type v Leave blank for all Under-Review / Reviewead Applications
=| Declaration Setup
= External Persons Date Q Leave blank for all cut-off dates

=] External Persons

%\% Reports
[§] Save ||[=] Motify

E Agenda

iew Outcome Letter

Only applications with a status of Under Review and Reviewed, will appear on this list.

- Click on Agenda

- Choose your Faculty

Choose the Application Type if you only need the Agenda for a specific type, or leave it
blank for all applications within your faculty

- Choose your cut-off date, or you can leave it blank for all cut-off dates
- Save — will keep your settings

Click on the Run button, this will execute the report and open a .pdf document

13



10.View the outcome letter of an application

Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )

Ethics WorkCenter 0 «
QOutcome Letter
My Ethics Workcenter Setup
Ethics Setup S o~ Qutcome Letter
w4 Setup
Py
a @ Application 1D &}

= Faculty Staff Setup
= Committee Dates
=l Declaration Setup

s External Persons

[E] External Persons
% Reports
[

=] Agenda
B \iew Outcome Letter

[§) save ||[=] Notify

If the Application has already been approved or declined
- Choose the Application ID
- Click on the Run button
- The letter will be displayed

Please make sure that the Pop-up blocker is set to allow.
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11.Approve an application

On the My Ethics Workcenter tab.

Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )

Ethics WorkCenjg

My Ethics Workcenter Setup
Ethics WorkCenter o

How to use the system

=l How to use the system
=l Add/Search for an Application

[lf statistics
= Ethics Statistics
% External Persons

= External Persons

[EApplications
= My Ethics Applicaty
B My Post Approv
[E] Ethics Approvals
E] Add Reviewers
= Review Ethics Applications
= All Ethics Applications

missions

0 «

Ethics Approval

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Application 1D| begins with v

Empl ID| begins with v Q
Date| = v ]

Fact ID| begins with v (00002 Q
Application Type| = v Human participants v
#! Include Hj

Search Clear Basic Search @ Save Search Criteria

Search Results
View All

User ID Application |D Emy
180000030
P2493632 18000003
P2453532 15000004

First & 130r3 &) Last

Date Descr
121 07/25/2018 Reviewed 00002 Humans
324121 0772712018 Reviewed 00002 Humans
1272977 08/2%/20128 Accept by Head of Department 00002 Humans

Fact ID Application Type

- Click on Ethics Approval

- Click on the “Search” button

- Ifthere is only one application, the application will open.
- If more than one application, it will display all applications need approval. Select one by one

and approve.
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a. View Application Form

Welcome Sune Donoeghue (P2493632) to CSM Test { PSCSMTSA )

Ethics WarkCenter o «
My Ethics Workcenter Setup Application ID: 150000042  Version: 2 Facuity Application Number:
(Bl (e iz iz ,c A4 Application Status: ccept by Head of Department

On whose desk: Ethics Adl

How to use the system

= How to use the system
| AddiSearch for an Application

Iz Statistics
= Ethics Statistics
& External Persons

Dr S Donoghue

Application Date: Committee Cut-off Date: 09/01/2018

Step 1 - Applicant

Step 2 - Application F
[ External Persons el pplication Form

DAppI\calions Project title
= My Ethics Application §
=] My Post Approval Submissions Project Title Title
I Ethics Approvals
] Add Reviewers Short description  ascf

=] Review Ethics Applications
T Al Ethics Applications

Is this study related to another study? No
Short literature review that justifies the project
Short literature review - Refer to the Project Proposal

asdf

[

=

% B

Ready for Review

New Wind

- The 1% icon displays the application form.
- Click on Step 1 — Applicant, to see the Applicant’s details.

I. View Approval List / Audit Trail

Navigation - Audit Trail

Navigate to the bottom of the Form, find the Navigation — Audit Trail area
- Click on Nagivation — Audit Trail

Navigation - Audit Trail
Personalize | Find | @| E
Action Application Status Role Name Date

1 Add Under Development Applicant Wilna Rocher 2018/05/07 1214 PM
2 Change  Submit for Approval Applicant Wilna Rocher 2018/05/07 1216 PM
3 Change Ready for Review Ethics Administrator Sune Donoghue 2018/05/07 01:31 PM
4 Change  Under Review Ethics Administrator Sune Donoghue 2018/05/07 01:40 PM
5 Change Reviewed Ethics Administrator Sune Donoghue 2018/05/07 0154 PM
6 Change Recommendation Set Ethics Administrator Sune Donoghue 2018/05/07 02:31 PM
7 Change  Approved Chair of Commitee Eddie Webb 2018/05/07 0346 PM

First
On who's desk
Mrs W Rocher
Dr 8 Donoghue
Dr 5 Donoghue
Prof MJ Somers
Dr 8 Donoghue
Prof EC Webb
Mrs W Rocher

1

1-7of 7

3

Last

- Allrole players of this application appear on the list

- This area appears on all the functions, except on the Applicant’s function. The applicant is

not allowed to see this at all.
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ii. Print or Download an Application

1. Print an Application

Welcome Sune Donoghue (P2433632) fo CSM Test ( PSCSMTSA )

Ethics WorkCenter o«
. e &t [E
My Ethics Workcenter || Setup Application ID: Version: 2 Faculty Application Number: § E EY =
. v
Ethics WorkCenter & ov Application Status: ead of Deparimen
7] How to use the system On whose desk: Dr § Donoghue Ready for Review
Howtn use he system Application Date: Committee Cut-off Date:  02/01/2018

71 Adc/Sesrch for an Applicstion
lug Statisti
I Ethics Steiistics Step 1 - Applicant
& External Persons

. Step 2 - Application Form
Exdemal Parsons
[E)Applications Project titie

Project Title Title

Short description  asdf

Is this study related to another study? Mo

Short literature review that justifies the project

Short literature review - Refer to the Project Proposal

ascf

New Window | Help | Personalize Pag:

12| [ Print/ Downioad

Caliapse Al

[ Expand Al

Print or download an Application:
- Click on the Print/Download button
- Please make sure that the Pop-ups is not disabled.

@ Al Ethics Applications, % [ & UP_ETH_DOWNL pdf x\+

@ hitps://upnet-test.up.ac.zapsc/pscsmtsa/view/pQeUdYIASVE_vXBCBLpnHDNwjougWFSLY.FUb0uOwhGdgveKXzIplxSYsRRSgXNIqiuYaTddPBrSQ2WOY v @ | | Q Search

[) Most Visited | [#] MockMail {_; CampusDev & CampusTest { } CRMDEV & CRMTest (| FinDev & FinTest (] PlayPen G Google B Google Translate 4§ eKlas -4, Directory Service

— +  AutomaticZoom *

ETHIC APPLICATION: 180000019

Application Information

Application Status Under Development  Faculty Application number
On who's desk Applicant Miss M Tshiovha
Application Date  2018-06-22 Committee Cut-off Date 2018-07-01

The form will open as a .pdf document.

You may print or download the form by clicking on the desired button.
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b. Comments and History Page

Welcome Sune Doneghue (P2493632) to CSM Test ( PSCSMTSA )

. ¢ Wi
Ethics WorkCenter o« lew WWin
- N - . e~

My Ethics Workcenter Setup Application 1D: 180000042 Version: 2 Faculty Application Number: “'E %%
Ethics WorkCenter ,c Lo hd Application Status:  Accept by Head of Department -
How to use the system On whose desk: Ethics Administrator Dr 8 Donoghue Ready for Review

El How to use the system Application Date:  0&/20/201% Committee Cut-off Date:  03/01/2012

=] AdgiSearch for an Application
Iz Statistics

B Ethics Statistics Comments and History

& External Persons.

= External Persons

[EApplications.
T My Ethics Application
=] My Post Approval Submissions
= Ethics Approvals
= Add Reviewers
=] Review Ethics Appiications
T All Ethics Applications

Please enter a comment:

Comment type: Refer back to Applicant v

Post comment

Comment type Date and Time Display Name Please enter a comment
Referred back to 08/30/2018 8:27AM Franscois Landsberg Please submit all documenis
Applicant
Set application Ready for Review Personalize | Find | | B First ‘4 10of1 ‘& Last
Application Type  EmpliD Formal Name Ready for Review
1 Humans 02493632 Q@ Dr S Donoghue v

1) The 2™ icon is the comments page.
This is the only page where you will work on
2) Faculty Application Number — Insert your own Faculty number if you wish to do so

[ 18




i. Post acomment

Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )

New Window | Help

Ethics WorkCenter o «
My Ethics Workcent Se jon ID: 130000042 - = gy [
y Ethics Workcenter || Setup Application ID: 30000042  Version: 2 Faculty Application Number: i ®%> =
Ethics WorkCenter L e Application Status:  Accept by Head of Department
How to use the system On whose desk: Ethics Administrator Dr S Donoghue Ready for Review
=] H“.‘D use the system Application Date: 08202018 Committee C ate: 08/01/2018
Add/Search for an Applic ation
(0] statistics
I Ethics Statishcs Comments and History
8:’ External Persons
Please enter a comment: |Received on 20/08/2018
[E External Persons @
[E)Applications
4
Comment type: [Efhics Administrators Comment ¥ |

Post comment

Comment type Date and Time Display Name Please enter a comment
Referred back to - 7

8/30/2018 8:27AM  Franscois Landsberg ease submit all documents
Apolicant 08/3020 27AM  Franscols Landsberg  Please submit all documents

Comment Type has 3 purposes:

a) Post a comment for the reviewers or Chair to see. Applicant will never see this
comment.
o Type acomment
o Choose “Ethics Administrator’s Comment” type
o Click on the “Post Comment” button

OR

b) Refer the application back to the Applicant
See below

OR

c) Cancel the application
See below



ii. Refer application back to the applicant

J 4 Ethics Approvals x W ¥

& C Y | @ Secure | hitps://upnet-testup.acza/psp/pscsmtsa/EMPLOYEE/SA/c/UP_ETH_MENU.UP_ETH_WC.GBL2psInkid=UP_ETH_WCEPORTALPARAM _PTCNAY=UP_ETH WCBEOPP.SCNode=SABEOPPSCP.. | i

2 Apps [} CampusDev § CampusTest [ CRMDEV & CRMTest [ FinDev & FinTest [J PlayPen G Google By Google Transiate [&] MockMail M Gmail & Al Ethics Application Other bookmarks

Favorites » ‘ Main Menu + > UP Academic Homepage > Efnics WorkCenter > Ethics Approvals [
Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )

New Window | Help | Personalize Page “

Ethics WorkCenter 0 «
a

My Ethics Workeenter || sewp Application ID: 130000042  Version: 2 Faculty Application Number: e %%
Bl T L o~ Application Status:  Accept by Head of Department
How to use the system On whose desk: Ethics Administrator Dr S Donoghue Ready for Review

= How to use the system - i .

Application Date: Committee Cut : 9

= Add/Search for an Application pplication Date: 08292018 ommittee Cu 09/0112013
lap Statistics

) Ethies Statistes Comments and History

& External Persons
Please enter a comment: |Please upload all documents &

= External Persons

[)Applications

] My Ethics Application

[E] My Post Approval Submissions.

=] Ethics Approvals

[E] Add Reviewers

[E] Review Ethics Applications.

] Al Ethics Applications

Refer back to Applicar

Comment type: Post comment

Cancel Applicati

Comment type [ Reter back to Appicant Please enter a comment
Referrad back to 08/30/2042 5-2TAM Franscois Landsberg  Please submit all documents
ppiicant
Set application Ready for Review Personalize | Find || B First (0 10f1 @ Last
Application Type  EmpliD Formal Name Ready for Review

Refer the application back to the Applicant

Type a comment — Applicant will always see this comment
Choose “Refer back to Applicant” type

Click on the “Post Comment” button

The following message will be displayed

0 O O O

Message

Are you sure you want to refer this application back to the applicant?

Mo

o Click on the “Yes” button. The application form will be referred back to the
applicant.

[ 20




iii. To Cancel an Application

J 4 Ethics Approvals X

« c O | & Secure | https://upnet-testup.ac.za/psp/pscsmtsa/EMPLOY c/UP_ETH_MENU.UP_ETH_WC.GBL?psInkid=UP_ETH_WC&PORTALPARAM_PTCNAV=UP_ETH_WC&EOPP.SCNode=SA&EOPP.5CP. ﬁ‘ H

Apps [3 CampusDev & CampusTest [} CRMDEV & CRMTest [ FinDev & FinTest [ PlayPen & Google By Google Translate [#] ModkMail M Gmail & Al Ethics Application Other bookmarks

Favorites v ‘ Main Menu ~ > UP Academic Homepage > Ethics WorkCenter > Ethics Approvals [l

¢ Window =
Ethics WorkCenter o o« New Window | Help | Personalize Page
=
My Ethics Workcenter || Seiup Application ID: 180000042 Version: 2 Facylty Application Number: =) g%
(S e £ e~ Application Status:  Accept by Head of Department
How to use the system On whose desk: Ethics Administrator Dr S Donoghue Ready for Review
= How to use the system . i g . g
] AdarSearch for an Applcation Application Date: 0812912018 Committee Cut. 3 09/01/2018
[laf Statistics

= Ethics Statistics
: External Persons

Comments and History

Please enter a comment: | This apglication will be cancelled @

= External Persons
[ElApplications

= My Ethics Application

=] My Post Approval Submissions

] Ethics Approvals

=) Add Reviewers

=] Review Ethics Applications

=] Al Ethies Applications

Comment type CETECEEMY AW
I A Post comment

Cancel Application
Ethics Administrator's Comment

Comment type Date | Refer back to Applicant Please enter a comment

feferred back o 08/3012018 S:27AM Franscois Landsberg  Please submit all documents

Applicant

Set application Ready for Review Personalize | Find | 20 B Fist (4 101 @ Last
Application Type EmpllD Formal Name Ready for Review

1 Humans 24g232  |@ DrsDonoghus [ 2

Cancel the Application

o
(0]
o
(0]

Type a cancel reason — Applicant will always see this comment
Choose “Cancel Application” type

Click on the “Post Comment” button

The following message will display

Message

Are you sure you want to cancel this application?

Mo

o Click on the “Yes” button. The application will be cancelled and referred back to the
applicant.

[ 21



iv. To set the application Ready for review

J & Ethics Approvals x W ¥

< C ) | @ Secure | hitps//upnet-test.up.ac.za/psp/pscsmisa/EMPLOYEE/SA/c/UP_ETH_MENU.UP_ETH_WC.GBL?psinkid=UP_ETH_WCAPORTALPARAM_PTCNAV=UP_ETH_ WCREOPP.SCNode=SABRECPP.SCP... Y| }
G Google By Google Translate [ MockMail M Gmail & Al Ethics Application Other bookmarks

! Apps [) CempusDev § CampusTest [) CRMDEVY & CRMTest [) FinDev & FinTest [} PlayPen G

Favorites + ‘ Main Menu + > UP Academic Homepage > Ethics WorkCenter > Ethics Approvals  [g]
Welcome Sune Donoghue (P2493632) to CSM Test { PSCSMTSA )

Ethics WorkCenter o«
.

My Ethics Workcenter || Setup Application ID: 180000042 Version: 2 acuiy Application Number: e g% =
(= TO S o~ Application Status:  Accept by Head of Department
How to use the system On whose desk: Ethics Administrator Dr S Donoghue Ready for Review

= How to use the system _

Applicat Date: Ci ittee Cut-off Date: 9

1 AdarSaara or o ppication pplication Date: 0812912018 ommittee Cut.off Date:  09/01/2018
|la] Statistics

B Ethics Statistcs Comments and History
:Zi External Persons

Please enter a comment: &

= Bdernal Persons

[E)Applications

=] My Ethics Application

EE| My Post Approval Submissions.
=] Ethics Approvals

=) Add Reviewers

= Review Ethics Applications

=] Al Ethies Applications

Comment type: 1

Post comment

Comment type Date and Time Digolay Name Please enter a comment

Referred back to
Applicant 06/30/2018 8:27A)

fscois Landsberg  Please submit all documents

Personalize | Find | 2] B Fist 4 1011
Ready for Review

Set application Ready for Rejjj
Application Type  EmpiiD
1 Humans 02492632 @ Dr S Donoghue

Formal Name

Send to Deputy Dean of Teaching and Leaming

If the application is ready to give it through to the reviewers:

1) Choose “Ready” next to your name
2) Click on the “Ready for Review” button
3) Please proceed to the “Add Reviewers” function

Faculties with more than one Ethics Administrator:

1) Only one of the Ethics Administrators need to set the application ready for review
2) Change the EMPLID to your personnel number and Enter
3) When your name appear on the line, select Ready next to your name

[ 22




v. Send to Deputy Dean of Teaching and Learning

J & Ethics Approvals x
< c 0 \ & Secure | hitps://upnet-testup.acza/psp/pscsmtsa/EMPLOYEE/SA/c/UP_ETH_MENU.UP_ETH_WC.GBLZpsinkid =UP_ETH_WCAPORTALPARAM_PTCNAV=UP_ETH_WCAEQPP.SCNode=SAREOPP.SCP.. #r | §

Apps [ CampusDev & CampusTest [} CRMDEV & CRMTest [ FinDev & FinTest [) PlayPen & Google By Google Translate [#] MockMail M Gmail & Al Ethics Application Other bookmarks

‘ Main Menu » UPAcademic Homepage > Efnics WorkCenter > Ethics Approvals [

Welcome Sune Donoghue (P2493632) to CSM Test ( P!

Ethics WorkCenter o«
o
My Ethics Workcenter || Setup Application ID: 180000042 Version: 2 acuiy Application Number: 4=l g% g
Ethics WerkCenter < [o~ Application Status:  Accent by Head of Department
How to use the system On whose desk: Ethics Administrator Dr S Donoghue Send to Deputy Dean

= How to use the system

[ Adarsearch for an Application
|l Statistics

] Ethics Statistics Comments and History
! External Persons

Application Date:  02/29/2018 Committee Cut-off Date:  09/01/2013

Please enter a comment: &
= Bdernal Persons

[E)Applications

=] My Ethics Application

EE| My Post Approval Submissions.

=] Ethics Approvals

=) Add Reviewers

=] Review Ethics Applications

= Al Ethics Applications

Comment type: Refer back to Applicant v

Post comment

Comment type Date and Time Display Name Please enter a comment
Referred back to

06/30/2018 8:27AM  Franscois Landsberg Please submit all documents

Applicant

Set application Ready for Review Personaiize | Find | 1| B} Fist @ 1011 &) 13
Application Type  EmpliD Formal Name Ready for Review

1 Humans 02493632 @ DrS Donoghue Send 1o Deputy Dean of Teaching anc ¥

Ready
Send to Deputy Dean of Teaching and Leaming

T LIETE e STl e e

If the application form doesn’t need to go through the NAS approvals, but only needs to be approve
by the Deputy Dean of Teaching and Learning:

1) Choose “Send to Deputy Dean of T/L”
2) Click on the “Send to Deputy Dean” button
3) This application will be routed to the Deputy Dean of Teaching and Learning
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c. Required documents

V & Ethics Approvals

C Y | & Secure | hitps//upnet-testup.ac.za/psp/pscsmisa/EMPLOY

&

Afc/UP_ETH_MENU.UP_ETH_WC.GBL?psInkid=UP_ETH_WC&PORTALPARAM_PTCNAV=UP_ETH_WC&EOQPP.5CNode=SA&EOQPP.SCP... ﬂ" H

G Google By Google Translate [ MockMail M Gmail & Al Ethics Application

Mpps [ CampusDev & CampusTest [} CRMDEV # CRMTest [} FinDev & FinTest [} PlayPen

=)
Welcome Sune Donoghue (P2493632) to CSM Test { PSCSMTSA )

‘ Main Menu > UPAcademic Homepage > Efhics WorkCenter > Ethics Approvals

Ethics WorkCenter o«
o
My Ethics Workcenter || Seiup Application ID: 130000042 Version: 2  Faculty Application Number: 4= g%
Ethics WerkCenter < [o~ Application Status:  Accent by Head of Department

Reay for Review

How to use the system On whose desk: Ethics Administrator Dr S Donoghue
= How to use the system

[ Adarsearch for an Application
|l Statistics

= Ethics Statistics

: External Persons

Application Date:  02/29/2018 Committee Cut-off Date:  09/01/2013

Suggested documents to attach in so far relevant

Personalize | Find | & | t

= Bdernal Persons

‘Omission :
£l Applications Document Type  Description AddDocs  Required (paecio’ Reason for ding doc
=] My Ethics Application Research Research proposal v B Notrequired
] My Post Approval Submissions =
5 Ethics Approvais Community Consent from Community vl B
=] Add Reviewers Patients Informed consent from Patients 04 B N
= Review Ethics Applications _
Forum Forum discussion for asdf g B N

=] Al Ethies Applications

Save & Refresh

it will delay your
If you still choose not to attach ti

Please note that if you choose not to attach the above
you will most likely be requested to attach the documents in any case.
please provide an explanation for the omission of the information.

and
he relevant documents,

4

Documents
View Add
Document Type Document Name Attached File View Uploaded by ) Version new
version
declaration-of-
Consent from community CONSENT FROM COMMUNITY  helsinki_fortaleza_brazi- B Wilna Rocher G pa202018 14

2013.2p12846.pdT

Add other relevant documenis

Download forms

€M Mg s [ ¢

3

Other bookmarks

140f4 b Last

Delete  Previous
version versions

3 "8 b oA [

The 3™ icon display all the required documents for this application
View omission reasons, for not uploading documents
To view the documents click on the View icon.
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12.Add reviewers

Welcome Sune Donoghue (P2493632) to CSM Test (

Ethics WorkCenter o «
My Ethics Workcenter Setup Add Reviewers
Ethics WorkCenter S (av Enter any information you have and click Search. Leave fields blank for a list of all values.

How to use the system

=l How to use the system
= AddiSearch for an Application

Find an Existing Value

Search Criteria

g Statistics
= Ethics Statistics
Fact ID| begins with v (00002 a,
External Persons
& Application Type v | [Human participants v
= External Persons a
[E]Applications
= My Ethics Applicatio
= My Post Appr issions
Search Clear | Basic Search [2F Save Search Criteria

[E Ethics Approv:
[El Add Reviewers

=l Review Ethics Applications Search Results

= All Ethics Applications
View All First ‘&' 13o0r2 & Last
Fact ID Application Type Date Description
00002 Humans 07/01/2018 Natural and Agricultural Sc
00002 Humans 08/01/2012 Natural and Agricultural S
00002 Humans 09/01/2012 MNatural and Agricultural S

- Click on Add Reviewers
- All open Applications will always appear on the latest cut-off date
- Click on the Search button

Welcome Sune Donoghue (P2493632) to CSM Test ( PSCS

 Window
Ethics WorkCenter o « New window | Hel
Review
My Ethics Workcenter Setup
Ethics WorkCenter S av
- Fact ID 00002 Natural and Agricultural Sc
How to use the system N )
] How to use the system Application Type Human participants
5l AddSearch for an Applcation Committee cut-of date  09/01/2018
(Lo Stetistics
= Ethics Statistics ﬁ)"""“"”“ Date Formal Name Project Title Dr EM Honey :;JH';:': e Prof MJ Somers MrK Dr DDPS Jordaan
& Exiermal Persons 130000042 02/2012018 ) ocher Title =] o =] o =]
) Extemal Persons
[E]Applications
=] My Ethics Application
] My Post Approval Submissions
= Ethics Approvals
= Add Reviewers
= Review Ethics Applications
E=] Al Ethics Applications Quantity reviewed per year
45
4.0
3.5
3.0
Wzo1s
0.0'—+
Dr EM Honey Mr KP Mahesh Prof M1 Somers Dr JMM Marx-Pienaar
Personalize | Find | &0 | B8 First (4 140f4 2 Last
Year  Description Count
1 2013 Dr EM Honey 4
2 2013 Mr KP Mahesh 1
3 2013 Prof MJ Somers 2

- Select the reviewer(s) next to the Application, by clicking in the checkboxes.
- Click on the Submit button.
- The graph shows how many applications each reviewer reviewed for the year.
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13.Review application on behalf of a reviewer

Welcome Sune Donoghue (P2493

Ethics WorkCenter o «

My Ethics Workcenter Setup Reviewer - Review and Approve

Ethics WorkCenter = Enter any information you have and click Search. Leave fields blank for a list of all values.

How to use the system

=l How to use the system
=l Add/Search for an Application

g Statistics
= Ethics Statistics
s External Persons

Find an Existing Value

Search Criteria

Application |D| begins with v ||
Fact ID| begins with v ||D0002 a,
= External Persons Application Type| = v Human participants v
[E]Applications
= My Ethics Application
=l My Post Approval Submission:
= Ethics Approvals

=] Add Reviewers Search Clear | Basic Search (@ Save Search Criteria
=] Review Ethics Applications
= All Ethics Applications

#! Include Histoj

- Click on Review Ethics Application
- Click on the Search button

j & Review Ethics Applicatios X Y =

&« C {Y | & Secure | https;//upnet-test.up.acza/psp/pscsmtsa/EMPLOYEE/SA/c/UP_ETH_MENU.UP_ETH_WC.GBL?psInkid=UP_ETH_WC&PORTALPARAM_PTCNAV=UP_ETH_WC&EOPP.SCNode=SASEOPP.SCP... Yr
i Apps [) CampusDev § CampusTest [ CRMDEV & CRMTest [§ FinDev & FinTest [J PlayPen G Google B Google Transiate [# MockMail ™M Gmail & Al Ethics Applicatior Other bookmarks
Favortes~ | Main enu ~ > UP Academic Homepage > Efhics WorkCenter > Review Ethics Applications
ome e Donoghue (P 0 P A ®
Ethics WorkCenter o « N w | Help | Personalize Page
Gipom
; e . / o,
My Ethics Workcenter || Setup Application ID: 180000042  Version: 2 ﬁ %%
Ethics WorkCenter £ av Application Status:  Under Review
How to use the system Onwhose desk:  Reviewer Dr JMM Marx-Pienasr S DR
EE] How fo use the system . - .
ey . Application Date:  0/29/2013 Committee Cut-off Date:  D/01/201;
|If Statistics
] Ethics Statistics -
Look Up Ethics Administrator x
External Persons UseriD 02403532  DrS Donoghue Date and Ti St ity
Help
] External Persons Ethics Administrator review on behalf of | <Y T
[E)Appications
) My Ethics Application Elalogs SuoEuied [ Search Results
K] My Post Approval Submissions .
EE) Ethics Approvals Health Sciences approval ] View 100 Fist 4 1or1
I Add Reviewers. - N Application On behalf
= Review Ethics Applications =gl e ] Type = Formal Name
Dl ErmanE i Biohazard risks to participant .+ Humans 02611619 Dr JMM Marx-Pienaar
Environmental impact E
Genetically modified organisms v
Consent form included ]

‘General comments

Recommendation .

- By clicking on the magnifying glass, choose the reviewer
- Fill'in all the fields on the form, general comments and Recommendation
- Click on the “Submit Review” button
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14.Set recommendation after reviewed

Welcome Sune Donoghue (P2493

Ethics WorkCenter

Ethics WorkCenter

How to use the system

E How to use the system

= Add/Search for an Application
[z Statistics

= Ethics Statistics

! External Persons

=] External Persons

[£] Applications
=l My Ethics Appl;
= My Post Appr
= Ethics Approvals
=l Add Reviewers
=l Review Ethics Applications
= Al Ethics Applications

bmissions

My Ethics Workcenter Setup

~
~

Ethics Approval

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Application 10| begins with v

Empl 1D begis wit ] aQ
patel=___v] =
Fact D 00002 Q
Application Type v | [Human participants v
#/ Include Hi:
Search Clear Basic Search @ Save Search Criteria
Search Results
Wiew All First ‘&) 130rz & Last
User ID Application 1D E Date Descr Fact ID Application Type

4121 07/25/2018 Reviewed 00002 Humans
324121 07/27/2018 Reviewed 00002 Humans
1272977 08/29/2018 Reviewed 00002 Humans

150000030
P2493632 1500000
P2483632 18000004

- Click on Ethics Approvals
- Click on the Search button
- Select the application
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a. View Reviews of Reviewers

My Ethics Workcenter Setup
Ethics WorkCenter T o

How to use the system
E How to use the system
Search for an Application
Iz Statistics
B Ethics Statistics
4:’ External Persons
[E External Persons

DApplmatinns
= My Ethics Application
F=] My Post Approval Subrmissicns
= Ethics Approvals
B A =
& R thics Applications
F=] All Ethics Applizations

Ethics WorkCenter o o«

Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )

Application 1D: 180000042

Application Status: Reviewed
On whose desk:

Application Date: 08/29/2018

Step 1 - Applicant

Step 2 - Application Form
Project title
Project Title Title

Short description  ascf

Version: 2

Ethics Administrator

Committee Cut-off Date:

Faculty Application Number:

Dr S Donoghue

09/01/2018

New Win:

Set Recommendation

- Anew Icon appear in the front, click on that icon to view the reviews of the reviewers

- This is available on the “All Ethics Applications” or “Ethics Approvals” functions

- The Applicant will never see this icon.

Welcome Sune Donoghue (P2493632) to CSM Test { PSCSMTSA )

i Window
Ethics WorkCenter o « New Window | Help | Personalize Page
B

My Ethics Workcenter || Setup Application ID: 180000042  Version: 2 Faculty Application Number: X GiEl %%
Ethics WorkCenter C o Application Status:  Reviewed
How to use the system On whose desk: Ethics Administraior Dr § Donoghue Set Recommendation

g Hawl uae lhe sysiem Application Date: 08292018 Committee Cut-off Date:  09/012018

Add/Search for an Application

[l Statistics

= Ethics Statistcs

Fact D
& External Persons 00002
5 Bdemal Persons Personalize | Find | 20| EH  First (4 10f1 (* Last

[E)Applications View

) My Ethics Application Date&Time  Application Type Role Reviewers Previous General comments Recommendation  Revi

=] My Post Approval Submissions (7

5 Ethics Approvals 2018/08/30 ’ N ) Recommended

E : 1 Humans Ethics Adm  Dr Donoghue Good Anproval =

= Ethics Applications

] Al Ethics Applications Return

- Click on the “View Reviewer Form” icon — to view the reviewers list

- Click on the 3™ icon — Comments — to set the Recommendation
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b. Set the Recommendation

V & Ethics Approvals
< C () | & Secure | hitpsy//upnet-testup.ac.za/psp/pscsmtsa/EMPLOYEE/SA/c/UP_ETH_MENU.UP_ETH_WC.GBL?psInkid=UP_ETH_WCBPORTALPARAM_PTCNAV=UP_ETH_WC&EOPP.SCNode=SABEOPP.SCP...

#i Apps [1 CempusDev § CampusTest [) CRMDEV § CRMTest [) FinDev & FinTest [} PlyPen G Google Bg Google Translate [#] MockMail M Gmail § All Ethics Applicatior Other bookmarks

Favorites v ‘ Main Menu » UPAcademic Homepage > Efnics WorkCenter > Ethics Approvals [3)

Welcome Sune Donoghue (P2493632) to CSM Test { PSCSMTSA ) Q A °J
Window, .
Ethics WorkGenter o « w Windo Personalize Page
- Fo = v

My Ethics Workcenter || Sefup Application ID: 180000042 Version: 2 Faculty Application Number: ex 4= %r% 4
Ethics WorkCenter T o~ Application Status:  Reviewed
How to use the system On whose desk: Ethics Administrator Dr 5 Donoghue Set Recommendation

= How to use the system . 0 i . /01

] Add/Search for an Applcation Application Date: 08/29/2018 Committee Cut-off Date: 09/01/2018
[Jaf Statistics

=1 Eihics Ststistics Comments and History
:Zi External Persons

Please enter a comment: &

= Bdernal Persons

[E)Applications

=] My Ethics Application

EE| My Post Approval Submissions.
=] Ethics Approvals

=) Add Reviewers

= Review Ethics Applications

=] Al Ethies Applications

Comment type: Refer back to Applicant v
Post comment
Comment tye Date and Time Display Name Please enter a comment
Referred back to .
8/3012018 8 e e
Appiicant 08/30/2018 B27AM Franscois Landsberg  Please submit all documents
Set the recommendation Personalize | Find | | B Frst (0 1of1 b Lag
Application Type  EmpliD Formal Name Set Recommendation
p p— e T e

Data_EMPLIDs.xlsx - Excel

" Top T T

- If the Reviewers need amendments, please “Refer the application back to the Applicant”,
(also see 11.2.2), by:

o Adding a comment
o Comment Type “Refer back to Applicant”
o Click on the Post Comment button
- To set the recommendation:
o Choose Approve, Conditionally Approved or Declined next to your name

o If your name doesn’t appear there, change the EMPLID to your personnel number
and set the recommendation next to your name.

o Click on the Set Recommendation button

- The application is send to the Chair of Ethics Committee for that Faculty.
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15.View the details of all Ethics Applications for your Faculty

Welcome Sune Donoghue (P2493632) to CSM Test { PSCSMTSA )

Ethics WorkCenter
My Ethics Workcenter Setup
Ethics WorkCenter o

How to use the system

= How to use the system

B Add/Search for an Application
[lg Statistics

=l Ethics Statistics
& External Persons

=] External Persons

[E]Applications

B My Ethics Application

B My Post Approval Submissics

[E] Ethics Approvals

=l Add Reviewers

=l Review Ethics Applic

[E All Ethics Applications

o

<«

All Ethics Applications

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Criteria

Application ID | begins with v ||
Empl ID| begins with v (e}

Application Type| = v v
Application Status| = v v
Date|= v [#]
Description | begins with » Q
Fact ID| bggins with (e}

L Case Sensiti

=
Search Clear |Basic Search [@ Save Search Criteria

Click on All Ethics Applications
Click on the Search button to view a list of all applications, or search on one or more of the filter
fields and click on the Search button
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Welcome Sune Donoghue (P24936

Ethics WorkCenter 0 «
My Ethics Workcenter || Seiup All Ethics Applications
Ethics WorkCenter B Enter any information you have and click Search. Leave fields blank for a list of all values.

How to use the system

B Howto uss the system
B A earch for an Application

[nl Statistics
[E] Ethics Statistics
s External Persons

Find an Existing Value

Search Criteria

Application ID| begins with v

Empl ID| beging with ¥ Q
= External Persons Application Type| = = -
[ElApplications Application Status| = M v
= My Ethics Applic ation ) Date| = = 5
= My Post Approval Submissions
B Ethics Approvals Description | beging with ¥ Q
El Add Reviewers Fact ID| begins with v Q
= Review Ethics Applications .
= Al Ethics Applications I Case Sensitive
Search Clear Basic Search @ Save Search Criteria

Search Results

View All First ‘4 tazerzz B Last
Application ID Formal Name Application Type Empl ID  Date Descr Description FactID
[B0000042  Mrs W Rocher Humans 01272977 08/22/2018 Recommenadation Set Chair of Commitee 0002
1801 Prof AS Claassens Humans 02324121 08/02/2018 Submit for Approval Student Supervisor 00002
180000036 Prof AS Claassens Animals 02324121 07/31/2018 Approved Applicant oooos
180000035 Prof AS Claassens Animals 02324121 07/30/2018 Approved Applicant 0oo0s
180000034  Prof AS Claassens Animals 02324121 07/3V2018 Approved Applicant 0ooos
180000033 Prof AS Claassens Animals 02324121 07/27/2018 Approved Applicant 0oo0s
180000032 Prof AS Claassens Animals 02324121 07/27/2018 Reviewed Ethics Administrator 00002
180000031 Prof AS Claassens Animals 02324121 07/25/2018 Approved Applicant 0oo0s
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