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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

Provides access to vark
Appiications for resear:
funded Internat Researgh

related functionalty inciu

thics Approvel (2) Ap

t5, and (3) Recording of progress on appications

On the Homepage, click on the “Ethics Application & Approval” tile:

+ Research Grants and Ethics
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2. How to add a new Application

Screen with navigation instructions will be displayed

a

How to use the system

= How to use the system

E Add/Search for an Application
Lol Statistics

= Ethics Statistics
& External Persons

F External Persons
[E]Applications
B My
B My
Ethics Approvals
[l Add Reviewers
F Reviey
= All Ethics Applications

Ethics Application
Post Approval Submissions

w Ethics Applications

Welcome Wilna Rocher (P1272977) to CSM Test ( PSCSM

1) Click on "My Ethics Application” option

2) Click on the "Add" button

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

5} Fillin f confirm the applicant's personal details
- Select the primary Ethical "Application Type"
- Click the "Open Form" button

6) 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

Data Language: |English v Nemedowlr

Ethics WorkCenter o «
My Ethics Workcenter || Setup How to add a new Ethics Application? To retrieve your previous applications
Ethics WorkCenter S >

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 Value”
- Click the "Search” button
- All applicaticns 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 submission and can later submit / re-submit

- Student - Comment will route to the Student's Supervisor
- If an application has been "Approved”, then you can only

- Staff - Comment will route to the Ethics Administrator
view, BUT NOT UPDATE, that application.

8) Should you wish to "Cancel" your application
- Enter a reason for cancelling
Post Approval Submissions
- Comment Type should be "Cancel Application” PP

- Click the "Post Comment” bution 1) Click on "My Post Approval Sumissions” option

9) Upload all mandatory documents on the last icon 2) Provide your Approved Application number
- Upload a document, click on "Add Docs” icon on each line 3) Click on the "Add” button
- To provide a reason for not uploading a document

click on the "Omission Reason” button on each line 4) Fillin the fallowing details
- Applicant details

- Click on the "Add other relevant documents” button to:

Windows Explorer

Click on the My Ethics Application link to add a new Application, click on the Add button

Welcome Wilna Rocher (P1272977) to CSM Test ( PSCSMTSA )

Ethics WorkCenter o «
My Ethics Workcenter Setup Ethics Application
Ethics WorkCenter S o

Eind an Existing Value Add a New Value

How to use the system

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

[luf Statistics
[E Ethics Statistics

& External Persons

Application |D New

= External Persons Al

[£]Applications

= My Ethics Application

= Wy Post Approval Submissions

[E Ethics Approvals Find an Existing Value | Add a New Value
E Add Reviewers
E Review Ethics Applications
E Al Ethics Applications
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Click on Myself

Welcome Wilna Rocher (P1272977) to CSM Test ( PSCSMTSA)

Ethics WorkCenter 0 « Data Language: | Eng
My Ethics Workcenter Setup Application ID: New Version:
Aok Centey & e~ Application Status:  Under Development
7] How to use the system On whose desk:
= How to use the system o N .
FE Add/Search for an Application Application Date: 29/08/2018 Committee Cut-off Date:
[l Statistics
= Ethics Statistic: =
Ethics Statistics 7 Step 1 - Applicant
& External Persons
= External Persons Who is the nt
DAppIicalions Myself Continue
= My Ethics Application
st Apgrpava Submissions On behalf of UP Staff or Student
= Ethics Approvals
E Add Reviewars External Person
E Review Ethics Applications
= All Ethics Applications

Fill in all the fields en click on Open Form

Welcome Wilna Rocher (P1272977) to CSM Test ( PSCSMTSA )

Ethics WorkCenter o « Data Language: | Eng

My Ethics Workcenter Setup

EthICSNICHkE Snles L e~ Application Status:  Under Development

Application 1D: New Version:

7] How to use the system On whose desk:
E How to use the system . - B
= AddiSearch for an Application Application Date:  28/08/2018 Commitize Cut-off Date:

[H_i Statistics
= Ethics Statistics

& External Persons

Step 1 - Applicant

[ External Persons Applicant
| Applicati
(& Applications Empl ID 01272977 Mrs W Rocher Back
= My Ethics Application

¢ Post Approval Submissions *Phone I

Open Form

Approvals

[ Add Reviewers *Email ID

=l Review Ethics Applications —

[E Al Ethics Applications *Position UP Staff v
Research for M
*Faculty 00036 |Q Information Technology Service
*Department 03370 Q Enterprise Systems
Application Type T

Application Type — Choose the most relevant Type:
Animal Application

Biohazard Chemical

Biohazard Organismal

External/Internal Data

Genetically Modified Organisms

Human Participants

If you want to use more than one type, you can select the other type within the Form.
The questions to look for will be:

Animal Application - Will animals be used for research or testing purposes?

Biohazard Chemical / Organismal - Does the study require the use of hazardous materials?
External/Internal Data - Will secondary data be used in this research?

GMO - Will genetically modified organisms be used in the research?

Human Participants - Will people be recruited as research participants?
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An Application Form will open, please fill in all the fields.

Ethics WorkCenter o «
My Ethics Workcenter || Setup
Ethics WorkCenter S o~

How to use the system
= How to use the system
=1 Add/Search for an Application
g Statistics
= Ethics Statistics
h External Persons
[E External Persons
[E]Applications
My Ethics Application

S
Ethics Applications
s Applications

Ethics Application

180000042

Version:

Application ID:

Application Status: ~ Under Development

On whose desk: Applicant

Application Date: 29/08/2018

Step 1 - Applicant
Step 2 - Application Form
Project title

Project Title

Short description

Is this study related to another study?

Short literature review that justifies the project

2977) to CSM Test ( PSCSMTSA )

Mrs W Rocher

Committee Cut-off Date: 01/09/2018

Short literature review - Refer to the Project Proposal

5500 characters remaining
Aims and objectives of the project

Give a brief description

Data Language:

English

v

Q

New Window | Help | Personalize

Submit for Approval

Please click on the “Save” button regularly (at the bottom of the page), to prevent the loss of data.
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3. Team members (Internal and External)

Please add all the team members, by selecting their role and search for them by clicking on the
magnifying glass. Internal and External persons (please see below for External Persons).

Research team
Personalize | Find | ﬁ| E First ‘4" 10f1 '»' Last
ﬂ Role %?JEL%B:I" al Name Highest Qualification Department Department Description Email Address Telephone

1 | Student Supervisor v Q. Q Q (=l

Principal Investigator — usually is the applicant himself/herself.
If you are doing this research for degree purpose — Add your student supervisor.

3.1 External Team member

If the person is an External Person, not a student or staff from UP, register him/her at the External
Person function on the left menu structure

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

Ethics WorkCenter O «

My Ethics Workcenter Setup External Persons

Ethics WorkCenter L - Enter any information you have and glig arch. Leave fields blank for a list of all values.

How to use the system

=l How to use the system

=] Add/Search for an Application
[z Statistics

=] Ethics Statistics

s External Person

=] External Persons
DAppIications Search Advanced Search
= My Ethics Application
=l My Post Approval Submissions
= Ethics Approvals
IEWErS
Review Ethics Applications
= Al Ethics Applications

Find an Existing Value Add a New Value

Search Criteria

Search by. |EmplID v |begins with |

Find an Existing Value | Add a New Valus

Click on External Person
Click the “Add a New Value” tab

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

Ethics WorkCenter o «

My Ethics Workcenter Setup External Persons

Ethics WorkCenter S o
How to use the system Find an Existing Value Add a New Value

=l How to use the system

=l Add/Search for an Application
[z Statistics

=] Ethics Statistics

External Persons
4:1 Add
=] External Persons

[E]Applications
=l My Ethics Application
=l My Post Approval Submissions Find an Existing Value | Add a New Valus
= Ethics Approvals
fIEWErs
eview Ethics Applications
=l Al Ethics Applications

Empl ID New

Click on Add
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Welcome Sune Donoghue (P2493632) to CSM Test ( PSCSMTSA )

Ethics WorkCenter o«
External Persons
My Ethics Workcenter Setup
Ethics WorkCenter _3 o External Persons
How to use the system
=] How to use the system Empl ID New
AddiSe: Applicati
=l AddiSearch for an Application “Title | Q
|[u] statistics
= Ethics Statistics “Initials
z External Persons *First Name
[ External Persons *Last Name
[E]Applications “Telephone
=l My Ethics Application
=] My Post Approval Submissions *Email Address
=l et
=2 Date of Birth [
=] Review Ethi
=] Al Ethics App *Country Q
1D Type &}
National ID
Passport Number
Position External
Research for v
Highest Qualification Major
From which University or Organization
*UP Faculty ID Q
Departm (&}
[§) save | |E=] Netify [Es Add || 5] Update/Display

Fill in the fields
Only fields mark with an asterisk (*) is mandatory.
Click on the Save button.

The system will generate an ID.

Login to your Ethics Application

Research team

Personalize | Find | & | &

Email Address Telephone

First ‘&' 10f1 & Last
? Employee |
J Role Student nr rmal Name

1| External Co-Researcher v Q Q Q [+ =

Highest Qualification Department Department Description

Select his “External” role and select him/her from the list by clicking on the magnifying glass or type
in his system generated ID.
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4. Print / Download the Application

To print or download your application form, click on the “Print/Download” button

Ethics Application

e =
Application ID: 180000019 Version: =l %% E/

Application Status:  Under Development

Submit fe |
On whose desk: Applicant Miss M Tshiovha ubmit for Approval

Application Date: 22/06/2018 Committee Cut-off Date: 01/07/2018

Step 1 - Applicant
Step 2 - Application Form i

Project title

Project Title ‘

Short description

® &

Is this study related to another study?[ |

Short literature review that justifies the project

Short literature review - Refer to the Project Proposal

5500 characters remaining

Print / Download
Collapse All

Expand All

- Please make sure that the Pop-ups is not disabled.

# All Ethics Applications X | & UP_ETH DOWNL.pdf x =

@ hitps://upnet-test.up.acza/psc/pscsmtsa/vien/ pQzUdYIASvB_vXBCBLprvHDNnwjougWFSLV.Fb0uOwhGdgycKa9plaSYsRRSgXNIqiuYa7ddPBISQZW0Y ¥ € || Q Search wBea 9 3
ost Visite: ockMail { | Campus Dev ampus Test | | est || FinDev % FinTest [ | PlayPen G Google cogle Translate & e-Klas -, Directory Service
1) Most Visited|[&] MockMail [} Campus Ds Campus T CRMDEV & CRMT Fin D Fin T PlayP: Google By Google Translate 4 e-KI Directory S

= + 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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5. Add acomment

To add a comment to the Ethics Committee, click on the second tab “Comments and History”.

Welcome Wilna Rocher (P1272977) to CSM Test ( PSCSMTSA )

Ethics WorkCenter o « Data Language: |English v | New Window Personalize P
My Ethics Workcenter || Setup Application ID: 180000042 Version: :&% % 54

o < e~ Application Status:  Under Development

How to use the system On whose desk: Applicant Mirs W Rocher Submit for Approval

E How to use the system

= Add/Search for an Application
g Statistics

[ Ethics Statistics

& External Persons

= External Persons

[5) Applications

= My Ethics Application

Post Approval Submissions
is

Application Date: 29/08/2018 Committee Cut-off Date: 01/09/2018

Comments and History

Please enter a comment:

Comment type: Applicant's Comment v
Post comment
Comment type Date and Time Display Name Please enter a comment

Return

Please enter a comment — type your comment here.
Comment Type — This will be Applicant’s Comment

Click on the Post comment button
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6. Upload documents

Click on the last icon — Required documents

Welcome Wilna Rocher (P1272977) to CSM Test ( PSCSMTSA )

Ethics WorkCenter 0 « Data Language: [English v | New Window | Help | Perhg Page
i 0 == 2 =]
My Ethics Workcenter || Setup Application ID: 180000042  Version: 3 % =4
) )

EiEe U=y S ev Application Status:  Under Development
7] How to use the system On whose desk: Applicant Mrs W Rocher Subnit fordpproval

= How to use the 5)

= Add/search for an Application Application Date: 29/08/2018 Committee Cut-off Date: 01/09/2018

[lug Statistics
-

tatistics

Suggested documents to attach in so far relevant
& External Persons

rnal Persons ‘ersonalize | F E First ‘4 140f4 ‘*' Last
[2)Applications Document Type  Description Add Do ired Og(';g:é‘; Tor not uploading doc
Ethics Application -
Post Anproval Submissions Research Research proposal u 2 4
2 Community  Consent from Community ] B
w Ethics Applications Patients Informed consent from Patients L] &
Forum Forum discussion for asdf [ ]
Please note that if you choose not to attach the above mentioned documents, it will delay your icati b ially and | Save & Refresh |

you will mest likely be requested to attach the documents in any case. If you sill choose not to attach the relevant documents,
please provide an explanation for the omission of the information.
Pl

Documents

No documents found.

Add other relevant documents.

Download forms

Upload each suggested document by clicking on the Add Docs icon on each line.

If you wish not to upload that document, click on the Omission Reason icon, an area will open where
you can type the reason for not uploading that specific document.

The system will prevent you to submit the application, if all suggested documents was not uploaded,
or giving an omission reason.

When a document has been uploaded, you can view the document at the bottom of the page

Welcome Wilna Rocher (P1272977) to CSM Test ( PSCS|

Ethics WorkCenter o «
My Ethics Workcenter Setup Application ID: 180000042  Version: &

Ethics WorkCent P e

ics WorkCenter < o~ Application Status:  Under Development
7] How to use the system On whose desk:  Applicant Mrs W Rocher Submiforpoioval

= How to use the system
) Add/Search for an Appication Application Date:  25/08/2018 Committee Cut-off Date:  01/09/2018

il Statistics
B Ethics Statistics

Suggested documents to attach in so far relevant
4: External Persons
= 4

nal Persans Personalize | Find [ 0| B First 4 140f2 & La
== P " Omission
uAPPlICﬁIIO\IS Document Type  Description Add Docs  Required Reason] Reason for not uploading doc
B » ics Application A =
ropo! v B Not re d
T My Fost Approval Submissions Research Research proposal B ot require J
; = ;FD’E"‘H‘S Community  Consent from Community v B
= Review Ethics Applications Patients Informed consent from Patients u B
B A cs Applicat " =
= fepleatens Forum Forum discussion for asdf [ ] B

Please note that if you choose not to attach the above it will delay your iallyand | | Save & Refresh |
you will most likely be requested to attach the documents in any case. If you still choose not to attach the relevant documents,
please provide an explanation for the omission of the information.

4

Documents
Document Type Docum Attached File View Uploaded by et Version how  Delete  Previous
yp B Y ents uploaded Vereion Version versions

declaration-of- . . —

Caensent frem community NT FROM COMMUNITY helsinki_fortaleza_brazil- @ Wilna Rocher & 29/08/2018 14 =]
2013 zp12846 pdf

Add other relevant documents Delete selected versions
Download forms -

If you want to upload additional documents, not on the suggested list, please click on the “Add other
relevant documents” button.
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7. Submit the Ethics Application

All Required fields should have a tick to proceed. If you enter an omission reason, click on the “Save
& Refresh” button.

Welcome Wilna Rocher (P1272977) to CSM Test ( PSCSMTSA ) /ﬁ\ Q @
Ethics WorkCenter o « Data Language: [English | New Window | Help | Personalize Page
My Ethics Workcenter Setup Application ID: 130000042  Version: E E\%
Ethics WorkCenter L o~ Application Status:  Under Development
How to use the system On whose desk: Applicant Mrs W Rocher Submit for Approval
] How to use the system
= Addrsearch for an Apglication Application Date: 29/08/2018 Committee Cut-off Date: 01/09/2018

[fug Statistics
[ Ethics Statistics

Suggested documents to attach in so far relevant
& External Persons

[ Find | 2| B Fist & 140f4 b Las

" Reason for not uploading doc

E External Persons

[ElApplications Document Type  Description Add Docs  Require] asun

|2 ; Ethics Application _ .
FE] My Post Approval Submissions Research Research proposal v [  [Notrequired -
= Ethics Approvals . 2 =
=Y Community Consent from Community v &)
[ Review Ethics Applications Patients Informed consent from Patients v B )
= All Ethics Applications:

Forum Forum discussion for asdf v = j

Please note that if you choose not to attach the above mentioned documents, it will delay your y and Save & Refresh

you will most likely be requested to attach the documents in any case. If you still choose not to attach the relevant documents,
please provide an explanation for the omission of the information.
4

Documents
View  Date Add  peiete  Previous
Document Type Document Name Attached File View Uploaded by comments uploaded  Version new ol o ione
version
declaration-of- —
Consent from community CONSENT FROM COMMUNITY helsinki_fortaleza_brazil- @ Wilna Rocher (6> 29/08/2018 1 L,; o
2013 zp12648 pdf
Add other relevant documents Delete selected versions

To submit the Application for Approval, click on the “Submit for Approval” button.

Welcome Wilna Rocher (P1272977) to CSM Test ( PSCSMTSA)

X 5 i
Ethics WorkCenter o « Data Language: |English New Window | Help | Personalize B
My Ethics Workcenter || Setup Application ID: 180000042 Version: ﬁ% gﬂ, E
o < (o~ Application Status:  Under Development
How to use the system On whose desk: Applicant Mrs W Rocher Submit for Approval
I How to use the system
=) Add/Search for an Application Application Date: ~ 29/08/2018 Committee Cut-off Date:  01/09/2018
[ Statistics
I Ethics Statistics -
Suggested documents to attach in so far relevant
& External Persons
I Extemal Persans Personalize | Find | 0| [ First 4 140f4 ¢ Lac
[E)Applications Document Type  Description AddDocs  Required (’R"g::;‘:‘" Reason for not uploading doc
(= / Ethics Application -
= My Post Approval Submissions Research Research proposal v [ |Notrequired .
I Ethics Approvals ; . s
e mree Community Consent from Community v =
= Review Ethics Applications Patients Informed consent from Patients v B [Na )
) All Ethics Applications
Forum Forum discussion for asdf v B [NA ]
Please note that if you choose not to attach the above mentioned documents, it will delay you i ially and Save & Refresh
you will most likely be requested to attach the documents in any case. If you still choose not to-attach the relevant documents,
please provide an explanation for the omission of the information.
Vi
Documents
D t Ty D t N Attached Fil View Uploaded by e Ve new  Delete Previous
CERLTHILED TEEELET 2l IR comments uploaded SEED 33:;.0.. wversion versions
declaration-of- .
Consent from community CONSENT FROM COMMUNITY  helsinki_fortaleza_brazil- B Wilna Rocher & 29082018 14 0
2013.zp12846 pdf
Add other relevant documents Delete selected versions
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You will receive a message that the application has been submitted. At the top of the page you will
see that the application is send to the Student Supervisor for approval.

Message

You have successfully submit your application for approval (31300,7)

You will not be able to see your application before it has been approved / declined.
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8. Find an existing Ethics Application

You will see Applications that was:

1) Saved, but not yet submitted
2) Referred Back

3) Approved

4) Declined

Click on “My Ethics Application” and click on “Find an Existing Value” tab

Welcome Wilna Rocher (P1272977) to CSM Test ( PSCSMTSA )

Ethics WorkCenter e «
My Ethics Workcenter Setup Ethics Application
Ethics WorkCenter S o~
How to use the system ) Find an Existing Value Add a New Value

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

[ﬂ_] Statistics Application ID New
[E Ethics Statistics

:n External Persons

[E External Persons
[E]Applications

Ay Post Approval Submissions

= Ethics Approvals Find an Existing Value | Add a New Value
[ Add Reviewers

(SR Ethics Applications

= Al Ethics Applications

Click on the Search button and click on the Application you want to open.

Welcome Wilna Rocher (P1272977) to CSM Development { PSCSMDVA )

Ethics WorkCenter o «

My Ethics Workcenter Setup Ethics Application
Ethic WorkCenter k4 Enter any information you have and click Search. Leave fields blank for a list of all values.
How to use the system

= How to use the system Find an Existing Value Add a Mew Value

= AddiSearch for an Application
[luf statistics Search Criteria

= Ethics Statistics
& External Persons Application ID begins with v

= External Persons Date = h [

DAppIications Application Status = - -

= My Ethics Application Fact D with &}

B Iy Post Approval Submissions
= Ethics Approvals
= Add Reviewers

el ) @ -
] Review Ethics Applications Search Clear | BasicSearch (@ Save Search Criteria
= All Ethics Applications

Search Results

View All First ‘& 111 0f 4 Last
User D Application ID Empl ID  Date Applicatio| us Fact ID
P1272977 321/2018 01240005 09/08/2018 Under Dev 00010
P1272977 180000068 01272977 24/08/2018 Approved 00002

Saved and Referred Back Application —you will be able to modified the application and submit for
approval.

Approved / Declined Applications — you will be able to view the application, but not modified it.
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9. Post Approval Submissions

To submit an Amendment, Annual Renewal of your approved application, SUSARS and Linelistings or
Serious Adverse Events, click on the “My Post Approval Submissions” function.

Welcome Wilna Rocher (P1272977) to CSM Development ( PSCSMDVA )

Ethics WorkCenter o «
My Ethics Workcenter Setup Post Application Submissions
Ethic WorkCenter _s o v
How to use the system Find an Existing Value Add a New Value

=l How to use the system
AddiSearch for an Application

[“ Statistics Application ID | &
=] Ethics Statistics Version 0

& External Persons

= External Persons

[E] Applications
= My Ethics Application
= My Post Approval Submissions
= Ethics Approvals
B Add Re rs
= Review Ethics Applications
= Al Ethics Applications

Add

Find an Existing Value | Add a Mew Value

1) Insert an existing approved Application number on the Peoplesoft System, by clicking on the
magnifying glass.

2) Insert an existing approved Application number that doesn’t exist on the Peoplesoft system,
by typing this number in the field provided. (This can be a RIMS number or a Faculty number
not on any online system).

Click on the Add button

Welcome Wilna Rocher (P1272977) to CSM Development ( PSCSMDVA )

Ethics WorkCenter e « Data Language: [English |~
— LSS L Selup Application ID: 1172014 Version:
Ethic WorkCent o
e orktenter - B2 Application Status: Post Approval Submission
How to use the system On whose desk: Applicant
B How to use the system
AddiSearch for an Application Application Date: 10/09/2018 Committee Cut-off Date:

Luf statistics
=) Ethics Statistics

& External Persons

=l External Persons

Step 1 - Applicant

Who is the Apj

] Applications @ Myself Continug
E My Ethics Application
= My Post Approval Submissions - On behalf of UP tudent
= Ethics Approvals .
" © External Person EmplID Q

- Click on Myself if you are a UP student or Staff

- If you are an External Person and NOT an UP Student or Staff:
a) Add yourself on the External Persons function
b) Click on External Persons radio button and click on the magnifying glass
c) Click on the Continue button
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Welcome Wilna Rocher (P1272977) SM Development ( PSCSMDVA )

Ethics WorkCenter o « Dat|

My Ethics Workcenter Setup
Ethic WorkCenter 73 i

Application 1D: 11/2014 Version:

Application Status:  Post Approval Submission
How to use the system

] How to use the system o .
=] Add/Search for an Application Application Date: 10/09/2018 Committee Cut-off Date:

[l statistics
= Ethics Statistics

& External Persons
=l External Persons Applicant

On whose desk: Applicant

Step 1 - Applicant

= Applications

Empl ID 01272977 Mrs W Rocher Back
= My Ethics Application
= Wy Post Approval Submissions *Phone Open Form
= Ethics Approvals .
= Add Reviswers *Email ID |
= Review Ethics Applications "
E Al Ethics Applications “Position UP St -
Research for -
*Faculty 00036 |Q Information Technology Service
Department 03370 Q, Enterprise Systems
Application Type -

Please fill in the correct and latest information

Click on the Open Form
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9.1 Peoplesoft Approved Application

Welcome Wilna Rocher (P1272977) to CSM Development ( PSCSMDVA )

Ethics WorkCenter o «

Data Language: [ 8 [=] Mewwindow | Help | Personalize Page
e Post Approval Submissions
(ENTE IR Eey 2 [a~ Application ID: 1112014 Version: %% li‘é E,% Ev/
How to use the system Application Status:  Post Approval Submiszion ' v
Z:rii‘:‘:r iisf;n;‘hcah:n On whose desk: Applicant Mrs W Rocher Submit for Appraval
Iul statistics Application Date: 10/09/2

Committee Cut-off Date: 011072018
= Ethics Statistics

& External Persons

=l External Persans

[Z] Applications

Research Team

Personalize | Find | @] X First € 10f1 ® Last

v Ethics Application Role Emg‘;':f:r Formal Name Highest p: p: D Email Address Telephone
Approval Submissions
rovals 1 - Q Q Q = =
view
jcs Applcations
Al Ethics Applications Post Approval Submission

[C] Amendment application
[C] Annual Renewal application
[T susARS and Linelistings

[T serious Adverse Events

Application 1D 11/2014
Project Title

[l save

If the Application was approved on the online Peoplesoft system:

- The Team members and Project Title will be populated.
The Approved Application can be viewed at the 2" icon, “Application Form”.

All comments from your Approved Application will be displayed at the 3™ icon, “Comments
and History”.

All uploaded documents is available at the last icon, “Required Documents”.
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9.2 Submit a Post Approval Application

Welcome Wilna Rocher (P12 M Development ( PSt
Ethics WorkCenter o o« Data Language: [English [v] NewWindow | Help | Personalize Page
Post Approval Submissions

Wy Ethics Workcenter || Setup

Ethic WorkCenter T o 25
- = Application ID: 1112014 Version: =] %%

How t th 10

EIDW o use fhe system Application Status:  Post Approval Submission
How to use the system Submit for A l

=] Add/Search for an Applcation On whose desk: Applicant Mrs W Rocher ubmit for Appraval

Wj Statistics Application Date: 10/09/2018 Committee Cut-off Date: 0111072018

= Ethics Statistics.
33 External Persons
Research Team
=] External Persons.

[E] Applications
= My Ethics Application Role
= My Post Approval Submissions
 Ethics Approvals 1 - a [sY [+ =
= Add Reviewers
= Review Ethics Applications.
=l AllEthies applications. Post Approval Submission

Personalize | Find || B8 First 4 10r1 b Last

Formal Name Highest Email Address Telephone

[C] Amendment application
[] Annual Renevral application
[C] SUSARS and Linelistings
D Serious Adverse Events

Application 1D 1172014

Project Title

[5] save

- Provide the Principal Investigator (this is usually the Researcher [yourself])

- Provide the Student Supervisor, if this study is for a degree purpose.

- Choose what type of submission you want to do, you can do one or more at the same time:
o Amendment
o Annual Renewal
o Serious Adverse Events

- Ifthe Project Title is not populated, please provide the Title.

- Fill'in all the fields on the form.

Welcome Wilna Rocher (P1272977) to CSM Test ( PSCSMTSA )

Ethics WorkCenter

) a oy

My Ethics Workcenter Setup Application 1D: 12 8 Version: Faculty Application Number: \; "E i—u‘%
Ethics WorkCenter _: 54 Application Status:  Post Approval Submission

[7] How to use the system Onwhose desk: Applicant Mrs W Rocher Submit for Approval

se the system
reh for sn Application

Committes Cut-off Date:

Application Date:

[luf statistics
1 Btnies Statistics Suggested documents to attach in so far relevant
& External Persons
. B Personalize | Find | @ | B8 First ‘4 120f2 ' La
El Extemal Persans
L Omis
5 Appications Document Type  Description AddDocs  Required o=
=fT Application Research Research propossl ] B
raval Submissions Amendment Amendment documents [ ] B

Please note that if you choose not to attach the above mentioned documents, it will delay your application substantially and Save & Refresh
'you will most likely be requested to attach the documents in any case. If you still choose not to attach the relevant documents,
please provide an ion for the ission of the i ion.

4

I Al Ethics Applicats

Documents
Mo documents feund
Add other relevant documents

Download forms

Return

On the last “Required Documents” icon, please upload the suggested documents.

Click on the “Submit for Approval” button

2018/09/10 — Version 2 18



10.Functions not available to Students

Ethics WorkCenter o «

My Ethics Workcenter Setup
Ethics WorkCenter o aw

wr

[7] How to use the system
Bl How to use the system
B AddiSearch for an Application

[luf Statistics

2| Ethics Statistics
43 External Persons

I Extemsl Persons
[£] Applications
= My Ethics Application
My Post Approval Submissions
Ethics Approvals
Add Reviewers
Review Ethics Applcations
All Ethics Applications

The following functions is not available to students:

Ethics Statistics

Ethics Approvals

Add Reviewers

Review Ethics Applications
All Ethics Applications

How to use the system & Add/Search for an Application — will display the same page.
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